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BRIEF DESCRIPTION OF THE SERIALS' CONTROL SYSTEM: 

A PRELIMINARY REPORT . - 

The major goals of: the OCLC ^erials Contiol System are: ■ 
(1) the creation of a union 'catalog to increase availability 
of Serial resources to Ohio college and university lib.raries; 
and (2) the reduction of costs involved in processing serials* 

The central file at OCLC 'will Contain MARC II records for 
serials plus the holdings of each member library. Information 
stored in fhe central file win be accessible to all membei^s 
throught their terminals. 

It will be possible fop-t"he computer to* product dny or 
all of the following listings for individual libraries as 
desired . 

^Complete holdings by title 
N^w titles added within a specified period of time 

Titles' (with or without holdings) arx-ufip^ed by 
subject headings 

Titles (with or without holdings) arrdng<id by 
classification numbers 



\ 



) 

Titles (with or without holdings) arranged by 
forreign language 



ERiq 



' Serials catalogin| will follow the MARC II format for 
serials- which is designed to be compatible with the MARC II 
f.ormat -for monographs. In addition to the ^ bibliographic data 
Provided for in the MARC format, the lollowing holdings and 
operational data will be basic to tho generation of various 
products and therefore, insofar .i^ po:;uible, should be Lnput 
with t^e origin.il record. Tags will 1m- ansigned Lo each of 

the fields below. 

Check-in, matrix to supplemenc the holdings statement 

Bindery information ^ 

Physical deacriptior of holdings (i.e. microforms) 

Claim cycle based ^n the frequency and pattern 
of publicatioii 

Name and address of vendor if different from 
publisher 

Renewal date and leng^th^of subscription 

<List |)rice will be supplied in the MARC 
record when readily av^ailable; actual cost 
' to the library will be included as part of 
acquisitions, to be developed under the 
technical Processing System.) 



C heck-in Procedure 

The holdings statement will^)!? kt-pi up-to-date on a check- 
in matrix which v;ill be displayed In i.^r^iaat similar to the 
'^^amiXiar visible file record currently uc;od by many libraries. 
Matrices will b^ designed to accommodate varying frequencies 



of publication! * The mast suitable pattern for each title ' ^ 
will be selected by the cataloger and affixed to the holdings 
statement 'in the serial record. " ' 

Koldinj:..-. vnll be recorded by r-ach physical piece prin:iaril 
for use in the Cjr'culation Syst«nn. 

' Tho followiiin ^^teps descril- .-hrck-in procedure which 

is illustrated in. flowchart fory in rif,uro 1.. 

When an issue of a serial io received, the 
checker will type the title search key on the 

terminal, then DISPLAY/SEND and receive in reply 

V 

a display of possible titles. 

If the desired title is not displayed, try an - 
author-title search, if t^iere is any possible author. 

If the desired title is not ^displayed as a 
result of either of the above approaches, send the 
issue to cataloging. , . * 

r 

If the title is displayed, type in the entry 
number and DISPLAY/SEND. The reply may be a display 
• of the local serial record or the master bibliographic 
record, indicating that tha titL- is in the system 
but that no holdings'" have b.-Mi . iit'^r-uJ for the local, 

library. , < 

In- the latter case, send the issue to cataloging. 
If the local serial record is displayed, compare 
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the issue identification (volume, number, date, etc.) 
with the display on the screen. ' 

If the issue in hand does not appear to follow 
the established publication pattern of the serial 

J 

(i.e. if there is a discrepancy between any cf the 
e lament s"by^ which the issue is identified), send it 

to catalojging. 

If the issue follows the established publication 
pattern,, insert an X in the appropriate space on the 
check-in matrix and then depress SEND to record the 
information in tha computer memory. 

After receipt of the issue has been properly 
entered, transcribe the call number to the issue, 
• stamp it with the ownership stamp and forward it to 
the proper holding library. 
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FIGURE 1 Serial Check-in Procedure 
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FIGURE 1 Serial Check-in Procedure - continued 
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FIGURE 1 Serial C*eck-in Proce^re 



- continued 



Sinding / 

When the library has made the decision to bind an indi- 
vidual serial,' all data relative to the binding of that citle 
wil] be input into the record, field by ^f ield, in the same, 
manner as for. input cataloging. (See: Cataloging o_n a Cathode 

Ray Tube Teri^inal , p. 30) 

Once the data has been recorded, it will be poi^sible for 
the -compurer ,to automatically produce binding notification - 
slips for ee-h physical volume; the computer will also put 

out bindery lisis. 

Binding notification slips for all volumes of all titles 
ready to be sent to one bin^^y ort a particular date will be 
assembled along v7ith a list of the'titles and volumes and 
forwarded to the individual library prior to the bindery 

pick-up date. " , , 

The following. steps describe the bindery preparation 

routine which is flowcharted in figure 2. 

« 

After each issue is checked in, the computer 
will scan the record for a completed volume. If 
all of the components (specified issues, title page, 
indexes, etc.) which are to bound into one 
'physical volume are present, tlie computer wil] 
produce a, binding notification slip to be sent to 
the library concerned. 
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Upon receipt of the binding notification slip, 
prepare the volume for bindery pick-up. 

When the bound volume is returned from the 
bindery, modify the holdingLi record to indicate 
the bound status. 

Key in the entry number*, t.he-n DISPLAY/SEND . 
The reply will be a display of th^' local serial 

record. - ' ' 

Insert braces before and after the ^issues in- 
eluded in the bound volume and depress SEND to re- 
cord the information in the computer. 

Stamp the volume with the library ownership 
stamp and sent to the stacks. 
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FIGURE 2 bindery Preparation Routine - continued 



Microforms" - 

'A detailed statement cf holdings in microform will be 
appended to the holdings record unless the entire holdings 
are in microtorn, in whicli case the form will be indicated 
in the bibliof,raphic record and all holdings will be pre- 
sumed to be in that form. (In lliis report the term microform 
is used to refer to any ncn-'prinl- form.) When only^a portion 
of a serial' is held in microform and when the current issues 
are received in printed form, it 'will be necessary to dif-- 
ferentiate between the forms in the holdings record. 

IF a microform s^upercedes the printed form and the 
superceded \ssi^ are discarded, it will be possible to 
have the computer produce a discard notification for the 
superceded issues when the microform is checked in. 
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C la ims 

The systeni will produce claim notices automatically 
lenerated by the computer and sent directly to, the publisher , 

if 

or vender from OCLC, . 

To pretf:ipitate. the automatic claijns,. each library must ^ 
esta^blish claim cyles which will be based upon the frequency 
and pattern of publication and' the promptness with which^the 
issues are regularly received. All factors which might legit- 
imately delay the receipt of an anticipated isRue (such as 
baiich mailing of some frequently published foreign serials) 
should be taken into consideration when establishing the . 
claim cycle for each title. 

A claim cycle will consist of (-1) the interval between 
the anticipated receipt of, an issue and "the 1st claim notic^, 

(2) the inter, il between the 1st and 2nd claim -notices and 

(3) the interval between the 2nd claim notice and the 'notice 
for follow-up action \o be sent to the library concerned. 

( Once the claim cycle is recorded for an indivp.dual serial 
the computer will produce claim notices immediately following 
the specified intervals if no X has been entered on the check- 
in matrix to indicate receipt of an expected issue. (Gee . 

Figure 3) ^ 

If an X is entered for an issue when an earlier issue 

has not yet been received, ?he computer will produce a claim 

notice tor tlie missing issue ^;ven though the claim period 



has not expired. 

It will be possible to negate a claim action, even though 
an issue has* not been received, by entering a 0 (zero) in the 
space where tne issue would ordinarily be checked in. 

Claims for irregular publications or other "out-of -cycle*' 
claims can trif'X'^ved by keying U\ rlaim request through 
the terminal* 

Renewals 

Although renewals are part of the ordering process which 
will be implemented later under the technical Processing 
System, it is necessary, to activate /renewal lists, that the 
following be input with the original bibliographic record: 
\ the renewal date, the lei:igth of the subscription, and the name 
and address of the vender if it is different from that, of the 
publisher . 

Renewal lists, assembled according to renewal date and 
vendor, can then be producea automatically and sent to the 
respective libraries for action. 
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A PRELIMINARY DESCRIPTION OF THE 
OCL€ SERIALS CONTROL SYSTEM 



INTRODUCTION 

The major gpalg of the OCLC Serials Control System are: 
1) the creation of a union catalog to increase availability 
of serial resources to students and faculties of Ohio col- 
leges and universities; and 2) easing the burden of main- 
taining several records and thereby reducing costs inherent 
in proQessing serials. 

The serials system now being developed will be compre- 
hensive; however, the Technical Processing System, to be de- 
veloped subsequently, will encompass those functions applied 
to ordering and accounting, while the cataloging of serials 
•will be an extension of the existing Shared Cataloging System. 

Therefore, the primary concern at this time is with operational 
« 

functions as they relate specifically to serials, such as 
check-in, prediction for claiming,, and binding - 

The central file at OCLC v/ill contain bibliographic 
records supplied by OCLC Members plus MARC II serial records. 
Holdings for each Member library, as well as additional local 
data, will be recorded and stored in the central file that ^ 
will be accessible to all Members through their terminals. 



CHECK' i:] PROCEDURE 

The holdings statement for each title will be kept up- 
to-date on a check-in matrix that will be displayed in format 
similar to the familiar visible file record currently used 
by many librar'ies. Matrices will be designed to accommodate 
vlryi%g fngquencies of publication. If the publication pat- 
tern is altered substantially, a more suitable matrix, will 
replace thq original one. 

The holdings statement will be recorded so as to indi- 
cate each physical piece, primarily for use in the Circula- 
tion System. 

The following steps describe the check-in procedure 
illustrated in flowchart form in Figure 1. 

When an issue, including title page, index, 
and supplement, of a serial is received, the checker 
will tyjye the title search key on the terminal, then 
DISPLAy\eC'D/SEND and receive in reply a display of 
the title with the local holdings or a display of 

possible titles. 

If the desired title irj not displayed, try an 
author-title search if thnro ir. .my possible author. 

If the desired title is not displayed as a ^ 
result of either of the above approaches, send the 
issue to selection and acquisitions. 

If the title is displayed as one of several, 
type in the ehtry number and DISPLAY REC'D/SEND. 
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The reply i-iill be a display of the title with 
the local holdings record. 

If the local 'holdings record consists of a 
blank matrix only, with no previous holdings having 
been recorded for the title, send the issue to se- 
lection and acquisitions. 

If local foldings have been recorded, compare 
the issue identification ( vo I umr , ' number, date, etc.) 
with the display on the screen.- t * 

if the issue in hand does not appear to follow 
the established, publiucx*-; on pattern of the serial, 
that is if there is a discrepancy between any of- the 
elements by which the issue i-? identified, send the 
issue to cataloging. 

If the issue follows ^ the established publication 

) 

pattern, type an "x" in the appropriate space on the 
. check-in matrix and then depress SEND to record the 
transaction in the computer memory. 

After receipt of -the issue has been properly 
entered, transcribe the call number from the screen 
to the issue, stamp the ioaxu- wilh the library owner- 
ship stamp and forward it to the specified holding 
library. 

If an issue. is lost after it has been checked in, an 
can be typed over the ,"x" to indicate that the issue 



is not available. If the lost issue' is later replaced, an 
"r" can be typed over the/"i" . 'Both "x" apd "r" will in- 
dicate that the issue is available in the library, but will 
distinguish between the »issue received as part of a sub- 
•scription and a replacement wYiich may have been ordered 
separately. 

Althcrugh issues may be checked in with an "x", the date 
of check-in will be recorded in., the ComputerL and can be 
.accessed through the terminal when necessary. 
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BINDING 

> 

When a library has made the decision to bind an indi- 
vidual serial, da^a relative to the binding of that title 
will be input into the record in the same manner as for in- 
put cataloging. 

Once the data has been recorded, it will be' possible 
for the computer automatically to produce binding notifica- 
tion slips containing full binding instructions for each 
physical volume ahd the binding fund number if required. 
The computer will also put out binding lists of items to 
be sent to the bindery- -in.^one shipment. 

Niormally a binding notifi^tion slip will be produced 
as soon as the components (specified issues, title page, 
index, etc.) to be bound into one physical unit -have been 
received. However, when it is desireable to delay the bind- 
ing of certain titles to keep thejh available until the end 
of a term, or to avoid a large bulk of binding at one time, 
it will be possible to postpone the production of the bind- 
ing notification slip by recording a later binding date with 
the other binding instructions. Then the binding notifica- 
tion slip will be produced on the specified date, provided 
the bindable unit is complete. 

Binding notification slips for the volumes ready to be ■ 
sent to one bindery at the same time will be assembled along 
with a list of the items and forwarded to the appropriate 
library prior to the bindery pick-up date. 



/ 
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The following steps describe the bindery preparation . 

» 

routine flowcharted in Figure 2. 

After each issue is checked in, or on the , 
designated date, the computer will scan the record 
for a completed physical volume. If the components 
. to be bound together Ire present, the computer will - 
produce a binding notification slip to be sent to 
the library concerned. 

Upon receipt of the binding notification slip, 
prepare the volume for bindery pick-up. 

When the bound volume is returned from the 
bindery, modify the holdings statement to indicate 

the bound status. 

Type in the title search keyi then DISPLAY 
REC'D/SEND^ The reply will be a display of the . 

local holdings. 

Insert braces before and after. the issues in- 
cluded In the bound volume and depress SEND to re- 
cord the information in the computer. 

If there is a call nuniber, transcribe it to 
the bound volume and send the'. volume to physic.il 
processing. . ' ' 

. • An augmentation of the binding applications set forth 
■ here will result in a subsystem designed to include the 
binding of various types of materials. This binding sub- 
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system will be defined as a component of the Technical 

Procesoihg System. 

For ephimeral periodicals' that a library may wish to 
retain for a limited time (perhaps the current year only or 
the latest three years), the computer will produce discard 
notices -instead of binding slips. After the la^t issue of 
the current year is checked in, the computer will produce 
a notice to discard the issues for the year preceding the 
specified retention period. 
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FIGURE 2 Bindery Preparation Routine - continued 
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CLAIMS 

— — ^ ' 

The system will produce claim notices automaticall 
generated by the ^ oori^ter , or manually requested through 
the terminal, and sent directly to the publisher or vender 
from OCLC. 

To precipitate the automatic claims, OCLC will estab- 
lish claim cycles based upon the frequency and pattern of 
publication and the predictable lag between the specified 
publication date and expected receipt. Factors, such as 
batch mailing of some foreign periodicals, which might 
reasonably delay delivery of an anticipated issue, will be 
taken into consideration when setting up the claim cycle 
for each title. Any library wishing to modify or change 
the established claim cycle may do so. 

It will be necessary for each library to indicate in 
the serial record where the claim notices are to be sent 
and the maximum number of claims to be generaxed as part 
of the automatic claim cycle. 

A claim cyle will consist of 1) the interval between 
the anticipated receipt of an issue and the first claim 
notice, 2) the interval between succeeding claim noticcG^- 
and 3) the interval betwe^ei>4;he last specified claim notice 
and the claim report to be sent to the library concerned. 

The computer will produce claim notices immediately 
following the specified intervals of the claim cycle if 
no "x'* ha^ been entered on the check-in matri:c to indicate 



receipt of an expected issue (see' Figure 3). 

If an "x" is entef^ed for an issue when an earlier issue 
has not yet been received, the computer will produce a claim 
notice for the missifig issue even though the first interval ^ 
of the-claim cycle has ihot expired. 

It will be possiMLe to negate a claim action, even 
though an' issue has not been recnivod, by entering a "0" 
Czero) in the space where fte issuu would ordinarily be 
checked in. ^\ 

Claims for irregular publications and other "out-of-. 
cycle" claims can be triggered by keying in a claiiri -x^uest 
through the termii>Ql. 

Periodically, the computer will scan ^rial holdings 
records and produce a list for each institution of its titles^ 
for which there have been no receipts withixi the period. 

A record of claim notices sent will be stored in the- 
computer memory arid will b# accessible to the. Member library 
' through the terminal . ^ 
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LISTINGS 

Individual libraries will be able to request any of 
all of thfe follov/ing listings as required* 

Alphabetized list of serial titles in one 
^ institution ^ 

^Alphabetized' list of titles in each holding 
library in one institution 

List of new titles adcjcd within a specified 
period of time 

List of titles arranged under subject heading 

List of titles arrange^j^lfflaH^lassif icat ion 
numbers 

List of titles arranged under foreign language 
of text 

List of titles with common renewal .date to be 
renewed from one vendor 

List of titles to be submitted for bids 

List of titles for which there have .been no 

receipts over an extended period of time 

Desirata list of issues lissing from holdings 

Since the requirements of different libraries vary con 
siderably, each listing will contain information, such as 
call number, location, and holdin)v;, specified by the indi- 
vidual library. It will also bo possible to produce variou 
combinations of the above listings, for example titles in 
each holding library subarranged by classification. 
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CATALOGINQ \ . . ■ 

Serials cataloging will follow the MARC II format for 
serials that is designed to be compatible with the MARC II 
format for monographs. Cataloging details will be provided 
when the Serials Control System is implemented. 

In addition to the bibliographic data ^ovi<led for in 
the MARC format, the following holdings and operational data 
will be basic to 'the generation 'of a-number-of products and 
therefore, insofar as possible,- should be input with the 
initial entry by the local library for e'acA title. 

Special instructions for the local library 
Binding information ' 
Designation of holdings in microform 
Number of claims in automatic claim cycle , 

Name and address of . vendor if different 
from publisher 

Renewal date and length of subscrifition 

Individual title order number assigned by ' 
vendor if required 

" Special instructions, to be displayed with the check- 
''in-;nat^, -may include any infor„ation useful to the ch.rknf 
concerning a specific title: ?'Supplements cataloged separate- 
ly"; "Send" directly to binding"; "Route to library depart- 
ments"; etc. 

When the title of a serial is changed or when publication 
ceases, some device will be employed to alert all users to 
the change. 



) 



) 



MICRgFORKS 

A detailed statement ' of holdings in microforjn, or any 
non-print -form, will be included as part of the holdings 
record. When the entire holdings are in microform, the form 
will be indicated in the bibliographic record and all hold- 
ings will be presumed to be in that form. When only a por- 
tion of a serial is held in microform and when the current 
issues are received in printed " form,, it will be necessary 
to differentiate between the microform and the print-form 

holdings; ^ 

If a microform supercedes the printed form and th^ 
superceded issues are discarded, it will be possible to 
have the computer automatically produce a discard notice 
for the superceded issues at the time the microform is 
checked in . 



MANUAL FOR CHECKING-IN, BINDING, AND CLAIMING OF SERIALS 
ON A CRT TERMINAL DRAFT OF PRELIMINARY PROCEDURES 



Ohio College Library Center 
1314 Kinnear Road 
Columbus, Ohio 43212 
December, 1971 



PREFACE 



The following tex-f describes the procedures appli- 
cable to the use of the CRT terminal for ch^king-in, 
binding, ^ and claiming of serials* These procedures are 
designed to be incorporated into the individual work 
flow of each library. 

This draft is neither final nor complete, ince 
certain computer operations have yet to be defined* 
Therefore some details have been omitted at this time 
and others may be changed slightly before the manual is 
completed in its final form. 

^ The fields referred to in the text are fully des- 
cribed in Serials: A MARC Format and the Addendum number 
1 to that format. 
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CHECK- IN PROCEDURE , 

The operator will log into the system using his social 
security number plus a symbol designating the Serials Control 
System. The .screen display for the check- in operation with- 
in the serials system will be formated to inclugde the fol- 
lowing information: 

Call number 

Location (Holding library) 
Frequency of publication 
Claim cycle 

t)ate the latest issue was received 

Established* main entry (individual or corporate 
name from fields 100, 110, or 111) if there is 
one 

Title used by the individual library if it is 
^identified in the 200, 2H5, or 2H'6. fields 



( 



Vendor 

Claim history, for issues not received 
Special instructions for checker 
Complete holdings statement 
Next expected issue 

A diagram of the screen display used for serials ^ 
check-in is shown in Figure 1» . 

* Established according to LC, The Union List of Serials ^ 
ALA Cataloging Rules f r Author and Title Entries , or 
Anglo-American Cataloging Rules * 



SERIALS HOLDINGS/CHECK-IN P 

CALL NO: LOC: 

MAIN ENTRY: S 
E 

xltlej-Jb : 

E 

VENDOR: E 
CLAIM TfOH: *E 
CLAIM HISTORY: E 
SPECIAL INSTRUCTIONS: E 

E 

E 

HOL&INGS: E / 
E 

E . 

r / 
NEXT EXPECTED ISSpE: VOL: 



FREQ; 



CLAIM CYCLE: E 



NO: 



DATE: E 



FIGURE 1 Serials Holdings/Check-in Screen 



Once logged in, the checker will retrieve the records 
desired by mea;?iC of search keys similar to those established 
for cataloging. (See Cataloging on a Cathode Ray Tube Ter- 
minal , pp. 20-21.) The author-tttle search key can be used 
if there is a main (author) entr-; in addition to the title. 
A title search key for any, of the titles indicated in fields 
200 (Title as it appears on the piece), 245 (Full title;, or 
246 (Varying forms of title) car be used to retrieve the 
record even though the official entry as established by the 
cataloging library is in another form. 

The following steps describe the check-in procedure 
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[ illustrated in flowchart form in Figure 2. 

p Log into the Serials Control System. ^ 

- Type a title search key for the isGue received, 
f _ then depress DISPLAY REC'D and SEND. If the serial 

» has been entered in the system, the reply will be 

r 

I either a display of the Check-in Scree?! for the title 

I , or a display of truncated titles that fit the search 

I ' \ 

key. 

If the title is not shown in^ either manner , 
try an author-title search key if there is any 
' possible author entry. 

If the desired title is not c^isplayed as the 
result of either of the above approaches, send the 
j V\ issue to selection' and acquisitions ."^^^^^sv^ 

If the title appears as one of several titles, ^ 
I type the entry^ niiffl^er accompanying ^the desired 

J title then DISPLAY REC'D and SEND. - The reply will 

^ ' be a display of the Check-in Screen fgr the title 

I' , with the local holdings statement. 

Should the screen display contain only th6 
1 title with no previous holdings recorded, or with 

an "on order'* designation, send the issue to selec- 
^ tion and acquisitions. 

i If local foldings have been recorded, compare 

the issue identification (volume,, number, date, etc.) 
with that displayed on the screen as the Next Ex- 
* pected J*sue« 




If the issue in hand agrees with the Next Ex- 
pected Issue displayed, and with the cursor at home 
position, depress UPDATE and SEND to update the 
holdings record. ) 

If the space following the "Next Expected Is- 
sue" is blank, as it will be for irregular serials 
that cannot be predicted, type the issue identifi- , 
cation in that space, depress ADVANCE LINE, UPDATE, 
and SEND. The computer will update the holdings 
re cord . 

If the issue in hand is an earlier issue that 
was not received when expected or a special issue 
not anticipated, type tka i^sue identification on 
the line below the Next Expected Issue,, depress. : 
ADVANCE LINE, UPDATE, and SEND. This action will 
update the holdings record but w^'ll leave the Next 
Expected Issue display intact. 

If the''issue in hand is the one following the' 
Next Expected Issue displayed, and with the cursor 
aXUa^ position, type "no" and SEND. This action 
will trigger a claim for the skipped issue and up- 
date the Ne^t Expected Issue display, which should 
then ag3?ee with the issue received. 

If the issue in hand does not agree with the 
Next Expected Issue and does not appear to follow 
the established publication pattern, that is if 



there is a discrepancy between* any of^ the elements 
by which the issue is identified, send the issue 
to cataloging. 

• "* ^ * . 

After receipt of the issue has been properly 

#- 

entered, transcribe t^e call number from the screen 
to the issue, stamp it with the library own^ship 
stamp, arid forward it to the holding library .\ ^ 

If an issue of a serial- is missing after it has been 
checked in, denote this by inserting "i " after-»the number 
of the lost issue in the holdings statement. For example, 
if the holdings statement reads " +v3Kno}i:-6" and number 5 
has been lost, put the terminal into INSERT MODE by depres- 
sing the INSERT key, position the cursor over the 6 and 
type "i|[S/]", depress INSERT again to return the terminal 
to normal mode, then depress ADVANCE LINE and SEND to in- 
form T:he computer of the "change. If the lost issue is re- 
placed and it is desirable to indicate the replacement 
status until the invoice is received, place the cursor ovep 
the "X" in\the holdings statement and type "r", then depress 
ADVANCE LINE and SEND, as above. A holdings statement read- 
ing "^v3f Cno]l-^[5r]£f' means that all ,issues from 1 to 6 are 
present but number 5 is a replacement issue. ^ The replace- 
ment or lost status can be deleted by placing the cursor 
over the H, typing "6" and deleting the extra characters 
up to the next* entry, and then sending the revisedf line to 
th^ computer,' as above* 
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FIGURE 2 Serial Chepk-in Procedure - Continued 



BINDING ^ 

When a library has made the decision to bind an indi 
vidual serial, data relative ^to the binding of that title 
must be input into the local reco: i. After logging into 
the Serials Control System, the operator will locate the 
desired title as described in the' Check-in Procedure. A 
screen display formated to include the information perti- 
nent to the binding operation can be called up by keying 
in an additional symbol for binding. 

A diagram of a Binding Screen is. shown' below in 
Figure 3. 



BINDING E 
E 

CALL NO: 
E 

MAIN ENTRY: 
E 

TITLE: f 
E 

BINDERY: f 
BINDERY SCHEDULE: 
TYPE or BINDING: 
SPINE LETTERING: P 



I 



LOC: 



DATE(S) TO BIND: P 



FUND^ NO: f 



COV^R COLOR NO: 



PRINT COLOR: f 



BINDING INSTRyCTIONS : f 




E 
E 
£ 
E 
E 
E 



( 



VOL. IDENTIFICATION: 
E 



DATE SENT: ff 



FIGURE 3 Binding Screen 



The call number, location, main entry, and title will 
be retained from the Check-in Screen. All other informa- 
tion must be^ input by the library either at the time of 
cataloging or when the first volume is ready for binding. 

If volumes are to be sent to the bindery as soon as 
all of the components are present and the first issue of 
the next volume has arrived, it is not necessary to specify 
"Date(s) to Bind".^ Kjv^ever, if it is preferable to delay 
binding to keep issues available "until the end of ^;:!term, 
or tc distribute the quantity of binding throughout the 
year, the date(s) of the desired bindery Shipmdt(s) must 
be specified. ; ^ 

"Bindery Scheduie" refers to the frequency and the ■ 
time of the month or week of the regular bindery shipment, 
for example, "Monthly. 3rd Thurs.." 

<^ — ' • • • u 

' "Type of Binding" indicates the class of b;Lfiding, such 
a=; specified, or first class, standard, paaphlet, paperback, 
or other designation used by the individual bindery. For' 
standard, pampl,\et, or paperback types no further instruc- 
tioj^a need be input because the bindery will bind according 
to its own specifications . 

- For specified or first class binding however it is 
necessary to record the color number, the color of the 
print, and the exact lettering to appear on the spine as 
well as other instructions th^t^.appl^ to the binding of 
that title. 



At the bottom of the Binding Screen the "Vol. Idt^nti- 
fication" will show the volume currently in preparation or 
at the bindery.. The "Date Sent-" will indicate the dato 
the bindery slip waa sent out from OCLC unless the library 
prefers to input the date of the actual bindery sTiipment. 

Once the data has been recorded, the computer auto- 
matically will produce binding notif icc^tion slips, con- 
taining full binding insti^uctions , for each physical volume. 
Lists of items to be sent to the blnde"^ in one shipment 
will also be produced for those libraries requesting them. 

* . Binding slips for the volumes going to one bindery 
at the same time will be assembled along with the binding 
list and forwarded to the appropriate library prior to the 
bindery shipment, date. 

When bound volumes are returned from the bindery, the 
holdings statements must be modified to show the bound 
status of each item. After logging into the Serials Con- 
trol System and retrieving the desired title with the 
holdings statement displayed, the operator will insert 
braces ({}) ar6und the items that adequately identify 
the ' ound unit, delete the unnecessary characters, then • 
depress ADVANCE LINE and SEND. 

The following Steps describe the binding preparation 
and update routines flowcharted in Figure 4. 

/ 

At leas/ once a week the computer will scan 
each serial record for a completed physical volume. 




. ■■■ \ 

/ 

-i^. 

If ^he ccnponents to be b03,ii:^4^ogether are 
present and the first issue of the-^ext vuliame 
has been checked In, the computer will produce a 
binding notification slip to be sent to the library 
concerned . 

Upon receipt of the binding slip, prepare 
the volume for bindery shipment. 

When the Dound volume is returned from the 
bindery, log into the Serials' Control System to 
update the hdldings record* 

Type in the title ot the author-title search 
key, then DI lAY REC*D and SEND. ^ ' 

If the title appears as one of several, key 
in the entry number for the desired title, DISPtAY 
REC'D, and SEND. The reply will be a display of 
the title with the local holdings. 

Insert braces in the holdings statement before 
and after the issues included in the bound volume 
and delete the unnecessary characters, then depress 
ADVANCE LINE and SEND to ti^ansmit the change to the 
computer. 

If there is a call number, transcribe it. to 
the bound volume and send the volume to physical 
processing. 
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FIGURE 4 Binding Preparation and Update 
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An augmentation of the binding applications set forth 
here will result in a subsystem designed to include the 
binding of various types of materials. This binding sub- 
system will be defined as a component of the Technical 
Processing System. 

For ephemeral periodicals that a library may wish to 
reta:^n for a limited^Jijjne only (perhaps th^ current year 
or the latest three years), the computer will produce dis- 
card notices instead'- of binding slips. After the first 
issue of the new year or volume is checked in, the computer 
will produce a notice to discard the issues for the year 
""preceding the^' specif ied retention period. 

CLAIMS • — 

The Serials Control Syetem will produce claim notices 
automatically generated by the computer, or manually re- 
quested through the terminal, and sent directly to the 
publisher or vendor from OCLC. 

The member libraries must indicate in each serial 
.record where the claims are to be sent. This i^ormation 
should be input following "Claim from:" on the Check-^in 
Screen. -v 

To precipitate the automatic claims, OCLC will estab- 
lish claim cycles based upon the frequency and pattern oi 
publication and the predictable lag between the specified 
publication date and expected receipt. Factors, such as 



batch mailing of some foreign periodicals, whi^^ might 
reasonably delay delivery of an anticipated issu'-f^'wiril be 
taken into consideration. Any library wishing to change 
an established claim cycle may do so by typing over the 
cycle displayed on the Check-in Screen and then depressing 
ADVANCE X'INE and SEND to transmit the change to the com- 
puter. 

A claim cycle will consist of 1) the interval between 
the date of the latest issue received and the first claim 
notice, 2) the interval between succeeding claim notices, 
and 3) the nun\ber of claims to be sent. Each li-brary will 
designate the maximum number of automatic claims to, be sent 
for that library. The last of these will be mailed to the 
library rather than to the publisher or "dealer so that the 
library will be alerted to follow up with a^>propriate action 
to correct' the delinquency. 

To initiate a claim notice manually, log into the Serial 
Control System, retrieve the record for the title desired, 
then^ with the curs<5r at home position, type the identifi- 
cation of the overdue igsue, "claim", and SEND. As long , 
as an isso^ is outstanding, a record of the claims sent 
will be displayed^ on the screen as the "Claim History" for 
that issue. When the issue is received and checked in, the 
Claim History will be deleted automatically. 

To nullify 'a claim action at any time^ retrieve th^ 
screen display for the desired title and, with the cursor 
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at home position, type "no claim" and SEND. That command 
will be displayed below '^Special Instructions" and will 
remain in effect mntil it is cancelled by the library. To 
cancel the "no claim" command, place the cursor to the im-- 
mediate left of the first letter, depresr. COM (Start of 
Message), move the cursor t^ a position precooding the para- 
graph mark, depress INSERT, type "negate" following the mes- 
sage, depress INSERT, ADVANCE LINE, then SEND. 

Periodically the computer will scan the serials records 
and produce a list for each institution of its titles^ for 
which there have been no receipts or claims wi<t:hin the period. 

Microforms 

A detailed statement of holdings in microform, or any 

i 

r^n-print form, will be Included as part of the holdings re^" 
cord.? When the entire holdings are in microform, the tovm 
will be indicated in the bibliographic record and all hold- 
ings will be presumed to be in that form. When only a por- 
tion of a serial is held in microform and v;hen i;he current 
issues are received in printed form, it will be necessary 
to differentiate between the forms in the holdings record. 

ij^ a microform siapercedes the printed form and the 
superce^fed issues are discarded, the computer will produce 
a discard notice for the superceded issues at .the time the 
xmicroform is checked in. 
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SUGGESTED MINIMUM REQUIREMENTS FOR SERIALS CATALOGING 

As a point of" departure for discussion at the -Serials Ad- 
visory Conunittee -neeting an 9 February 1972, OCLC suggests that 
the information .Gpecified in the fields, .listed below be considered 
as basic to the cataloping of s'erials . ^ N9t all of the fields will 
be applicable to each serial; however, wh^sn the fields do apply, 
it is highly desirable that' they be included ^ the bibliographic 



record . 

It is further suggested that An effort be made to ^verify the 
main entry through NUC and/or 'NST, if the cataloging library has 
these tools, even though that library may choose to use another 
form of entry for its own catalog and check-in record. 

For a full description of 'the fields, please consult ^erials , 
a MARC Format. . "^^^^ 



FIXED FIELDS 
Tag Element No . 



008 



\ 



3 
U 
6 
7 



Name of Dat a Element 
1 " 

Date entered on f^le (will be entered auto- 
ma^tically by the computer) 

Publication status; c - current 

d dead- 
? - unknown 

Beginning ' date of publication (year only) 

Ending date of publication 

Frequency (a one character code, see MARC) 

Regularity; r - regular 

n ~ normalized irregular 
X - completely irregular 

Type ot serial designator; iS - blank (none of 

the following) 
p - periodical 
m - monographic Series 
n - newspaper 
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Suggested Minir.um Requirements for Serials Cataloging 



FIXED FIELDS 
Tag Element No . 



008 



10 



11 



15 



16 



17 



20 



21 



22 



Nane of Data Element 

Physical medium designator; a one character 
code to denote the physical form in which 
a serial is originally published 

ForiTi of reproduction; a one character code 
to indicate the type of reproduction 

Title page avail. iMity; a one character code 
to show the oxi ii^ ^ of a title page and 
the method of acquir.ition 

Index availability; a one character code to ^ 
show the existence of an index and the 
metho4 of acquisition 

Cummulative index availablity (will be trans-^ 
ferred by the computer from variable field ^55) 

Language code; a three character code indicating 
the language of the text, with "MUL" indicating 
multilingual 

Modified record designator; a one character code 
to indicate when an LC printed card has been 
modified 

Cataloging source code (will be transferred by 
the computer from variable field 040) 



VARIABLE FIELDS 
Tags 

010 ' 

040 

041 



050 
060 
082 



Name of Field 

LC card number (if available from copy in hand) 
Cataloging source 

Languages; Langua.M>:i -)! text if multilingual, 
or language of t-:^t followed by language of 
original if a tranr.lation 

LC call number (if available from copy in hand) 

NLM call number (if available from copy in hand) 

DDC class number (if available from copy in hand) 



Suggested Minimum Requirements for Serials. Cataloging 
VARIABLE FIELDS. 

Tags Name of Field 

090 ^ Local LC call number 

092 Local DDC call number 

100 \ ^ Main entry, personal name 

110 Main entry, corporate name ^ 

111 Main entry, conference npime 

200 Title as it aopears on the piece; required 

only when different from 245 or Ixx + 2U5 

240 Uniform title ^ ^ 

'^ii5 Full title 

2U6 ' Varying forms of title . ' . 

2U7 Formfer titles . ^ ; ' 

250 * Edition, statement ; used only when differing* 

editions have identical titles, such as 
geographic editions 

260 ' Imprint 

310 Frequency 

320 Current frequency control information (a non- 

printing field needed for holdings- update 
and generation of claims) 

330 ' 'Publication pattern (a non-printing field 

needed for* holdings update and generation 
of claims) 

362 Dates and volume ^.k-s iij^na tions 

400 Series statement, personal name/title (traced) 

410 Series statement, corporate name/title (traced) 

41^ Series statement, conference, name/ title (traced) 

j44sn Series statement, title (traced) 

49J Series statement untraced or traced differently 



Suggested Minimum Requirements for Serialc Cataloging 



VARIABLE FIELDS 
Tags 



Name of Field 



500 General notes 

52 5 Supplemejit note 

545* Language, note (Field OUl expressed language 

information in coded form.) 

514 7 Former title no*te (complexity) 

555 Cumulative indexes 

580 Linking, entry note- (complexities ) 

In addition to the al5^ve , th^' appropriate Subject Entries 
(600's), Added Entries, Linking fTntries (700 's), and Series Added 
Entries (800 '.s) should be entered. 
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OCLC TECHIIICAL PROCESSING SYSTEM 

PRET IMi:iARY QUTLIIIE OF THE SYSTEM 

The ain of the Technical Processing System is faster and 
more accurate processing of books, reduction in personnel in- 
volved in techn-ical processing, accumulation of data into one 
-■central record, and reduction in unnccGsnary duplication of 
books among member libraries. 

There will be three major gi oup j of processes: 1) unitary 
procurement, 2) extended procurement, and 3) gifts. Unitary 
procurement constitutes th4 acquisition and processine r.^ books 
ai the result of an order being placed for a single specific 
title. Extended procurement comprises blanket orders, standxng 
orders, exchanges, subscriptic , governmental items, and mem- 
berships in publications producing groups. Gifts constitute 
those accessions which are unpredicted in their arrival and 
require no payment . 

In -t-his brief description, only the unitary procuremenL 
process will be delineated, and only lite main llow of work will 
be described. 

Wht'n a request is received by a library acqui;: i I i oiib_ '-!<■- 
partm-snt, it will first be s -arched via the terminal to deter- 
mine whether or not the title is already in the lii^rary or cur- 
rcnxly on order. E-'^n though the title is not in the local 
' library system, the search may yield the bibliographic record 
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for the desired item. That record can be used tfc verify the 
author and t.itle as well as to supply other pertinent in'formation 

After the decision has been made to purchase an item and 
-the fund, order numfjer, ven'dor, etc. have been assigned, the 
order work' form will be requested on the terminal, and the rele- 
vant data typed in and , transmitted to the computer. A multiple 
cop; ordor will hr- produced autoini t i r.i 11 y' at the center, two- 
copies to be r.f-nt to the vendor uiid t If fenuiining copier, to be 
sent to the libr.ify originating the .jivlcr. 

At the time o'f receipt,, the record for the ^titie will be 
recalled to the terminal screen. When the record is displayed 
and it has been determined that the title received is in fact 
the one ordered, the operator will transcribe any necessary 
information from the screen to the copy of the order slip ac- 
companying the i1:em. The item, can then be forwarded to the 
appropriate depai>tment for further processing. 

Invoice information will be added to the computer record 
whenever the invoice is received. 

COMPUTER PRODUCTS 

The cornpuU-i' products will b" "I f-'Hi- types: 1) on-line 
CRT screen displays, 2) printed form.., 3) statistical and other 
reports, and punched card reports. 

The first group of products descf'ibed will be operational 
at the time the Technical Processing System is implemented. 
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The second gro'^p is a series of p-^oducts that will be added 
as soon as possible following implementation. The third group 
consists of a series cf reports that will be produced on de- 
mand from th3 system; the Center w5 . also add this third 
group to the system subsequent to initial implementation . 

GROUP I 

SCRCEN DISPLAYS 

There \will be a separate sereen display for each "on ordoi-" 
title and each gift title. Each record display will include 
data relative to the processing -of that title. The records 
will be retrievable by order number or by title or author- 
tit? e search keys. The computer will maintain Indexes required 
to access the records and to access the specific data needed 
for reporH^, and listings. 

Examples of screen displays for monographs (unitary pro- 
curement), serials (extended procurement), and gifts are 
shown in Figures 1, 2, and 3. 



-4- 




TECHIIICAL PROCESSING - MONOGRAPHS 



CALL MO: 
LC CARD MO: 
AUTHOR: 



LOCATION: 



ORDER NO: 
ACCT. NO 



TITLE: • 

PLACE: 
VENDOR: 

NO. OF COPIES; 
SERIES: 
RKQUnSTED BY: 
DATE NEEDED: 
DA'l'i: ORDERED: 
CLAIM HISTORY: 

INVOICE NO: 
INVOICE BEING HELD; 
REMARKS : 



PUBL: 

LIST PRICE: 
VOLS: 



DATE REC'D: 



INVOICE CLAIMED: 



YEAR 
EST. COST 
EDITION 

DEPT; 
FUND; 
^*COST: 



CLEAR FOR PAYMENT: 



FIGURE 1 Screen Display - Monographs 



TECHNICAL PROCESSING - 

CALL NO: 
LC CARD NO: 
AUTHOR : 

TITLE: 

PW\CE: 
vendor: 

Ni:v.' ;.i!i;;;c: / 
replaceme:it oe4 
requested 3y: 

i^\TE ORDERED: 

INVOICE MO: 
INVOICE BEING HELD: 
REMARKS : 



SERIALS 

LOCATION 




PUBL: 
RENEWAL : 

DATE REC'D: 
INVOICE CLAIMED: 



ORDER NO 
ACCT. NO 



\ 

FREQUENCY 
SUBSC. PRICE 
SUB.SC. TI'.KH 
PKH-'i; 
DEP'J' 
FUND 



CLEAR FOR PAYMENT 



FIGURE 2 Screen Display - Sei^tals 



TECHNICAL PE0CES3I.MG - GIFTS 

CALL NO: 
LC CARD NO: 
AUTHOR: 



LOCATION; 



ORDER NO; 



TITLE 

PLACE 

DONOR; 
DATE REC'D: 
REMARKS: 



PUBL; 



YEAR: 
EST. COST: 



FIGURE 3 Screen Display - Gifts 



The Fund Commitment Register will be accessible via the 
terminal at any' time and will be current according to the 
'latest data transmitted to the computer. The register will 
be arranged by fund and will include the Tfol lowing information 
for each fund: 

Total income from the fund 
Uncommitted total 

Cash balance \ 

Expenditures 

Commitments 

A Foreir,n Conversion Table will automatically convert 



foreign monies to U.S. dollars 



PRINTED FORMS 



A multiple copy Printed Order Form , similar to the example 
in Figure will be produced automatically by th« Computer. 
Two copie's of the form will be mailed by the Center directly 
to the vendor, one^copy of Which is intended to be returned 
with the item when the order is filled.. The remaining copies 
will be sent to the library originating the order to be used 
as needed as a permanemt order record, -is^ ri temporary cat.^oi'.- 
ing record, eto. / 



CALL MO. 


AUTHOR * 




(RUSH) 


LC CARD NO. 


TITLE 






ACCT. NO. 


PLACE 


PUBL. 


YEAR 


ORDER 'no. 


VOLS 


EDITION 


ISBN 


SERIES 




ISSN 


LIST PRICE 


NO. OF COPIES 


LOCATION (3) 


DEPT. 


REQUESTED 




DATE ORDERED 


NEEDEEV BY 




FUND ■ 


DATE REC'D 


COST 


VENDOR 




LIBRARY NAME 5 


ADDRESS 



FIGURE 4 Multiple Order Form 
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Claim Notices will be produced automatically by the com- 
puter according to pre-determined claim cycles. OCLC will ^ 
establish a claim cycle for each vendor, depending in part upon 
the geographic location of the vendor. Each member library 
will decide on the number of claims to be sent for that library. 
In addition to the automatic claims, it will be possible to 
initiate claims manually and to suppress the automatic claims 
if necessary. , 

Two typos of cl^im notice will be required. The first 
will be a claim for- titles ordered but not received within 
the, specified pqriod of time, the other will be an Invoice 
Request for an overdue invoice for items received. Examples 
of the claim notice and the vendor reply form that will be on' 
the back of the claim, notice are shown in Figures 5 and 6. 
The invoice request form is shown in Figure 7. 

RequPoter Notices will b.e sent to the respective libraries 
regularly, for distribution to the requosters. Each title, lor 
which the requester has asked to be notified of arrival, will 
be listed on the notice, as well' as tlie status of the proco.j.s- 
ing af his i-c-quest. 
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^T ATTSTICAL AMD OTH£R REPORTS 

gela^eilrocessinOS^ will be addressed • . the super- 
visors of the various departments to which they apply. A maxx- 
™u. time period will he established for a title to regain in a 
given processing area before the computer produces a report that 
completion of the processing for th.t particular title is overdue. 

. ^i3^^^^22^^^ead^JorJslHI15l^ ""^ 
circulation departments periodically. The rcqucsfrs Us^.d 
-„in be those who asKed for a specific title after another per- 
son had already requested it. The flrat requester will have hx. 
original request with the boo. when it goes to the circulation 
department. The circulation department will use^he Ust of 
names as a reserve list for subsequent lending of the book. 

periodically, ReEorts.£fJiXE<^dit^^^ 
he sent to'- each library. The time period covered will be spec-- 

«m be bv department or fund or other 
ified and the arrangement will be Dy atp 

category defined by the library. 

PUNCHED CARDS 

^il^invoice is approved fcr p,-.y.n..nt vi^' -he tormin,,!., 
the computer will produc. punched caA. lor J^u^r-e l„sU-u,tion. 
with automated purchasing departments .yh. cards will be sent 
directly from OCLC t^ the purchasing dej^artment of the insti- 
tution concerned thus- eleminating the neled to. .end the invoices 



for manual keypunching 



\ 

■ \ 

f 
f 
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GROUP II 

The computer products in this group will not be available 
at the time the system is first implemented. . 

Graph,- Number of Titles in Proems 

This product will 'be" a line graph on a single sheet of 
computer paper. Points on the line will represent each week 
from a given base point. Lines will represent the numlu-r of 
requests in pre-order searching, the nuKbor of titlcn in oach 
of several pre-cataloging check poin f, the number of titles in 
Cataloging, and the number of titles at the bindery. From, this 
chart it will be possible to tell at a glance whether or not 
there is .an increasing accumulation of materials in any one 

processing area. 

/ 

Graph - Activity Statisti-cs 

A line graph will contain the number of requests received 
in a week, number of 'orders issued, number of titles received, 
number of titles searched, and" number of titles cataloged. As 
with the pi^evious graph, it will be poGsible for a manager to 
tell at a glance any significant change in trnndr. of activity 
in various processing areas. _ 

Average . Cost Per Title 

Each i^eek the computer will calculate the average cost per 
title for all books processed in the system within a pre-deter- 
mined period of time. 



-13- 

f 

GROUP III 

^ This group is a series of reports that can be supplied by 
the computer^pn specif iC^ demand. The production of these re- 
ports will not be implemented until after the entire system: is 
operational. 

Donor and C l ft LiotG 

T}iir3 pr^odnct vHll be a lict r)f r. ift*; rc^roivtvl v/ithin a 
J.; pecif ied i>t?T^ ic)d f )i t ime , arranf.cd undfT the namo of the donor . 

Rate- of Work Flow 

This report will give the average time items remain in 
each, processing location. 

List of Titlej^ by Fund 

"this report v;iH list, under* the names of the funds, the 
titles' acquired from each fund within a specified time period. 

'it 

NuFber of Titles Cataloged^ by 'Subject Classification 

This list will provide' the numl^er of titles cataloged in 
each subject class'if ication . > - ' 

Sul:)ject- Ve ndor^ t^ilf * 

A lis L will l)<j compiled by i.nNj.M^i o 1 ai^sif icati on oi the 
vendors \7ho h^rvc supplied books within each subject and the 
number of titles* each vendor supplied. 

List of F>ooks Received by Blanket Purchase Order 

This report will consist of a listing of blanket purchase 
orders and the titles of books acquired on each purchase order. 
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Returned Books - On- ApprovalM.nd Blanket Orders . 

This report will yield a count and listing of boo'ks returned 



under each blanket order. 



\ 



Number of Titles /cQuired by Langua r.e and by Country 

Amount Txpend od by Order Type and T uu. - _of_Ycar 

This VL-]>ovt will giye the ainouuL ol luon-y spont after a 
given date ar. thr ror.ult of yarious tv[.pr. of orders (unitary 
procurement, blanket orders, standing orde];:s , etc.). The re- 
port will also giye the total amount of money expended at any 
time during the fiscal year. 

Out-of- Print Want Lists , 

This report will be a listing of uhsatisfiied quotation 

\ 

requests in the file. 

Request- for-Quotation Follow-up 

After a pre-determined time for each vendor , the computer 
will report to the library thct no quotation has been received 
for the specified out-of-print items. 

Time Rf:l alJ_on: ] n p of Invoirn an d V\<><'V P.""-il't 

The compuior will calculate Lh- timy^ elapsed botwe-n the 
receipt of a book and its corresponding invoice from a given 
vendor. 



Title s Received by Vendor 

Tliis report will be a listing of the number of titles re-- 
ceived from each vendor after a given dat^. 
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Amount of Funds Expended by Vendor 

Average Time fo r Individual Vendors to Sup ply Books 
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INTPODUCTIOK' 

The Technical Processing System in its entirety will 
consist of an acquisitions system including financial re- 
cords and a monitor to issue notices to staff when items 
are delayed in acquisitions, serials, cataloging, or phys- 
ical processing. The Center will riot activate the monitor 
when TPS is first implemer.ted . 

Thr aim of the Technical Processing System is far.ter 
and mor(! accurate processing of materials, reduction in 
personnel involved in technical processing, accumulation 
of data into one central record, and reduction of unneces- 
sary duplication of materials among Member libraries. 

\ 

DESCRIPTION or THE SYSTEM ^ 

\ 

The system will initially encompass thek^ojlowing 
basic operations: 1) creation of the TPS record ai^ pro- 
duction of purchase orders, 'O on-line update of records 
v;hen material is rccoived and aj-ain when it is cataloged, 
3) automatic claiming, of overdue orders, and 'O production 
{'f a'''''"Oimt in.r, roroi d:" . 

There will b<-' thr^c major- typos of pt-jcc'l;;u'.. : 1) umj- 
tary procurement, 2) oxtendci procurement, and 3) cit'^-S- 
JJnitary procurement Cu') constitutes the acquisitions and 
processing of material as the result of an order for a 
sirclc specific itun. Multiple copier, of an item, or mul- 



tiple volumes of a completed set may be construed as uni- 
tary procurement. Extended procurement Ce') comprises 
subscriptions, standing orders, on approval orders, blan- 
ket o-ders, exchanges, and memberships in publications-pro- 
ducin.? group:--. ■:^^ifts constitute those accessions that are 
unpredicted in their arrival and require no payment. They 
miy be oithrr 'unit' gifts ( ' gu ' ) or 'extended' gifts Cge'), 
such a., ,',itl ,uh-.cription5. Inm..t .M'--:- ' exch. lur ' mate™ 
r.-.as will 1- tr..-,>t-.l as P,ift'.. sin- U.oV rcquir.. n..-Uh..r a 
purchase order nor p<r/ment . 

Treatment of material received as the result of a mem- 
bership will bu determined by the nature of the publication 
and internal library policy. For ...xamplo: if the major pub- 
lication received through a membership is a- serial , it could 
be treated os a regular subscription with the membership fee 
construed as the cost of that subscription; ancillary sub- 
scriptions or separate works, sent to members at no addi- 
tional cost, might be treated as gifts. A membership pro- 
viding primirily non-serial items might be handled as a 

standing order. 

PrTiodi-ally, the r.yntoni will bo ]n,Pg-d of ror.pjeted 
TPS rr-poM--. 1 don t L f i ed -i- uni 1 . rv ,.,-H.,ir-m.Mit ('u' o,. ",-,u'). 
The recordL, '.ail be expelled f.-n, l ho ;.y:. t em on'l y alter the 
following, r.nui sites have been m.-t: 1) 1 he invoice has been 
approved fo^^ payifient the order canceled, and 2) ihe re- 
cord has been updated for card production or retired to 



I 

I 

the archive rile by the library. 

Records identified as extended procurement Ce' or 'ge'), 
will remain in the system until the order is canceled and 
the record retired by the library • 

Cancellation of an order will be accomplished by typ- 
ing 'cane' onto the screen following the purchase order 
number, then UPDATE and SEND, if the cancellation is vendor- 
orifT^inated , or PRODUCE and SEND, i.^ the library cr i '.^ i t(^r3 
the cancellation. In responf:>o to PRODUCE and GEND, thi- o<)ni- 
putcr v/ill print a cancellation notice to be mailed to the 
vendor • 

The system will maintain a Vendor Pile designed to in- 
clude as many addresses as required for each vendor to fa- 
cilitate ordering! J claiming, and making payment. Conunonly 
used vondors will be identified by mnemonic codes to limit 
typing and to reduce confusion bctv;ocn vendors with similar 
names. Print-out copies of the Vendor Pile v;ill be dis- 
tributed to Member libraries for reference. 

The system will yield four vaivLeties of products: 1) 
cn-linc Ck'j' screen displays, 7) printed forms, 3) comput^'r 
print -uuts , and U ) punched card n p(U*lu . 

Ttie product^r and procedui^-. d' . rR.^d litr-'iu ' I 1 
ope^''i1 :* onal at I no time the Toc^inica] I roQerr in\\ i- 
impi^nt-ntcd . Ulhcr products , to be added fo]lav;ing 'mpl^^-- 
mentation, ],avo been onumeratec on pages ^2 to ^5. 



on-LiHE scre:-£.\' displays 

' There will be a separate screen display for each 'on 
order- title, each gift title, and each on approval or blan- 
ket order. Plan. Each record will include data relative to 
the processing of that orde-. 

A TPS record will be retrievable by the purchase or- 
der number, the OCLC control number, and by author- 1 1 1 
and title search keys. The compuU-r- will maintain ind-x.-. 
required to access the records and,the ^"pocific data with- 
in a record needed for reports and listings. 

The Fund Commitment Register will also be displayed 
on the CRT screen and will be accessed by the. fund number. 
The register will be current according to the latest data 
Iransmit-'-cd to the computer. 

, _ ,1^^ -J priori for inDutin)', 
Another screen display aas In.'.n ^^o^t, 

Account a.nd Fund allocations. 

A;^.^;^^,^ are illustrated in Figure^ 1, page 
The screen displays aie. xj.xu.jij. ^ 

5, Figure 11, page 39, andVPigurc 13, page Ul. 



0 Type: OCLC«: 2 _ 

s> [> Cat : E 

t> IF: 5 } ^ 

[> 1 Auth: *h E 

" t> 2 Titl: th S 

* t> 3 Edit: 5 

:•:;•:[> 1+ ppD : I 

* !> 5 Freq: P 
t> 6 ' Ser : E 
[> 7 ISN: E 

-> [> 8 V0I3: E 

t> 9 Cops: E 

t> 19 - » M : E 

Oil Term: E 

t>12 Rnwl: E 

013 Vndr: tb ic E 
" t>14 Pric: I 

t>15 Acct: ? 

016 Fund: I 
#017 Dats: tb E 

018 Rqtr: *b *c E 

019 Dstn. r 
#020 OrCl : ff 

0 21 Invc: tb tc B 

0 22 Cost: tb E 

# 0 23 InCl : P 

-^•O^^ InOK: tb F 

0 2b I'lakr: l.Ku:-.h 2 . Replacomcit a.O-f-stcck M . (J- 1 -pr-] nt 



Thor-e itoniG supplied automatiojlly from a Catalof, r^ecord 
other- TPS recotxl . 

^■<- Tliosa ite-ns which, if chanced, constitute a new record. 

- # Data that is ccmpater-produced (except. 17 tb). 

The symbols defined above\are not part of the -screen disp 



FIGURK 1 Screen Display for Technical Proccs-.i nit 
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Following; is a field by field description of the 
Screen Display for Technical Processing: 

.Type: Type of acquisition. The fol?owing codes will apply 
u - unitary procurement 
e - extended procurement 
gu - unit ^ift 

ge - extended gift (subscr iotion) 
Cat: Symbols for libreries having the cataloged title. 
IP: Symbols for liorarieL havinr, the title in-pr^.^ccGs . 

1 Auth: Author, verified if p(>sL;il>le, wJtn the nour'cw^ oi 

authority identified in uubtiv^ld 'h' . 

2 Titl: Title, verified if poGsiblo, with the source of 

authority identified in ^r.'bfield 'h'» 

3 Edit: Edition. Unless a specific coition is entered, the 

purchase order will specify latest edition'. 
If PPD: Place; publisher; date of publication, ' 

5 Freq: Frequency. of publication, for subscript ions and 

...tanding orders. 

6 Ser.: Series. 

7 ISN: International standard nunber, book or serial. 

8 Vols: Specific volume numbers (v*:^, v. 7) or the total 
^ volumes (8v.) if the orck r is for an c-ntivo 

set . 

9 Cops: Number of copies requc:.tc;. on one purvhdJC urdor. 
10 P OH: -Purchase order number. If a library uses only one 

range of sequential purchase order numbers, the 
nuirit^er can be assigned automatically by the 
computer . 
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11 Term: Length of subscription or Contract • • 

12 Pnwl: Renewal. If no information is recorded in this 

field, renewal will be automatic until canceled • 

13 Vndr: Vendor. Enter vendor's code name, Subfield 'b' 

wall be used for a vendor account number and 
subfield 'c* will be u^ed for a vendor con- 
tract number . 

lU Pric: Lnter tho unit price unless several volumes of a 
work arc being ordered on a sinpjc purrhasr 
order, in which cas2 record tne total prico 
for all volumes ordered on one P,0,\ The amount 
encumbered will.be the recorded price multiplied 
by the number of copies, requested on the same 
P.O- 

15 Acct: If the entire cost of an item is charged against 

a single account, only the account number need 
be entered in fic]d 15. However, i*f the cost 
Is divided between two or more accounts, each 
account must be input in an subfield (the 

first 'a' subfield code is implicit) followed 
by a 'b^ subfield con-^ainin)^, tho amount charged 
agaist that account. (e.g., Acct: bVM U)/' ib 
$100.00 ta 9678U3 *b $U5.50) 

IG Fund: Same as above except for fund. 
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17 Dats: Date of the order will be supplied automatically 

by the computer. The date of receipt of the 
material ordered will be entered in the 'b' 
subfield. 

18 Rqtr: The name of the individual who requested the item. 

Tf more than one pornon is responsible for 
orip.inating a roquvst and each is to be notified 
wh.M. trie material lu- ^m-^ .iv,". ilabl o , tho ;.<-cond 
n.m- will \^ontorc(' in a M.' raiblield. More 
than one 'b' subfield may be usi-d if required. 
The 'c' nuhfield will "be reserved for the name 
of the donor of a gift. 

19 Dstn: DG^:t ination . The department or branch library where 

the material is to be shelved after processing. 

20 OrCl: Order claimed. When the system automatically pro- 

duces a claim notice, the date of the claim 
will display in this field. If more than one 
claim is sent; the date of each will appear. 

21 Invc: The invoice number wil] be input wlien the invoice 

is rccieve^d. If the invoice is field for any 
rear.on, that i nf onn.M i on wiU be entered in 
subTield 'b'. Cr-.'lil i lit ^ e-in.ition will be ro- 

1 

corded in subfield 'c'. 
2? Cost: The actual cost of an item. .If postage, is funded 
separately, the amount of postage will be re- 
corded in subfield 'b'. 
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2 3 InCl 



24 InOK: 



2 5 Rmkn 



Invoice claimed. If an invoice has not been re- 
ceived within d specified period following re- 
ceipt of the material, an automatic claim will 
be generated and the date of the claim will be 
displayed. ^ ^ 

When an invoice is approved for payment, the date 
will be recorded in field 2U. 

K.-m-ir4:; are intended for internal use only .md 

will not print- on the purchase order. in- 
dicate the application ot any of the four 
sp-eT;ified remarks » replace the number pre- 



cedinf; the appropriate remark with an 
'Other ' ^'einarks will have to be typetl onto 
^the screen in full. 



UIIITARY 'FPOCU.^.EMEN'T 

When a reqii^st is received by a library acquisitions 
department, it will first be searched via the terminal and 
elsewhere \o determine whether or not the title is already 
in the libi^ir/ or currently cn ord-r. .Until a library has 
completed retrospective convcrr.ion of it's holdings to he 
r.y:.l-.'m, il wiT! bo necessarv I- n;<Mi the card cit.ilog 
w,>n ,1-, ihr. ,liti b.-ir.o. A nn.ifrh of tho outr.toiKlirT, '^rd.T 
file may ali.L. bu required unl'il all orderi; placed Lhrouj-h 
the manual systcnn have been'filled. If the title is already 
in the local library, the request will be returned to the 
requester unless it is desirable to purchase a duplicate. 

After the decision has been made to purchase an item 
and the fund designation and v«ndor have been assigned, the 
CRT operator, logged into the TPS mode, will typo the autho-. 
title or title search key. If the work is in the system, 
either as a Catalog record or as a TPS record, the usable 
data will'be displayed on a TPS workform. ( S€up page 5) 
'Usable' data includes any or all of the fol lowing elements 
hulhor, title, edition, place, publisher, date of pul)lica- 
tion, fiv.iu-nrv of issue, seri-:., i.t^uduMl bool- .>r r.-M^ial 
number, number" of volumes of a .el, >,n.l Llie list pr-ic<?. 

The data displayed should be carefully examined and 
edited where necessary to agree in detail with the work 
desired. Changes will be made by inserting add.i|:ional m- 



4 



s 
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formatidn, or by 'deleting or typing^over existing mforma- • 
^ tion.-^ After making any change in a field, depress 'the 

ADVANCE Ll^Z and SEND keys to commjanicate the' change to the 

computer.., ^ . * . ^ , * ' ^ ' ^ 

When tha exist ing- data is satisfactory, "the operator 
will proceed tp enter the dafa in the other -fields required 
f^r the prorjuction of .the purchano ^op^ci^then SEND each 
field Ainti-l^ the eirfire order iti completed. . • 

< / ■ - . ■ . s / 

If no record in displayed in rcaponso .-to* cither the 

author-t|tle or title search key, the operatoi^ will request 

^ * . — . * - * 

a workfoim by keying in *wf and proceed to enter and SEND^ 

. all pertinent data, Afield by field, until the order is com- 

pleted, then depress PRODUCE and SEND. In response to thp ' 
PRODUCE command, a multiple qopy purchalse order will be pro- 
duced, two copies of which willxbe sent to the specified 
vendor and the remaining ^copieq to the requesting library. 

^ When there is no record** la the data base fov a title 
being ordered, the source (s) used to verify the author and 
* title should be entered* in subfield 'h*'*of the r.espective > 

fields. . " . / . - ' - 

The flowcliarL on the following pages rreiincates the , 
# » 

act\vr1i^y involVed in unitary prinMn''MiHMi I . , 



ERLC 



s 



r ' Fo^ details an the operation of the CRT terminal, refer 

!' ^ to: Cataloging on'a Cathode Ray > Tube Terminal , Ohio Col- 

lege, Library Center, June 1971, ♦pp. 11-23. 
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FIGURE 2 Flowchart for Unitary Procurement 
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TIGURE ^. Flowchart for' Unitary Procurement - Cont^'d. 
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FtGURE 2 rSsPwchart for Unitary Procurement - Cont'd. 
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FIGURE 2 Flowcha-rt for "Unitary Pi-ocurpment - Cont'd. 



/ 



-16- 



Mar ual 
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FIGURE 2 Flowchart for .Unitary Procurenveat(/- Cont'd, 
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FIGURE 2 Flowchart for Unitary Procurement - Cont'd. 



EXTENDED PROCUgakl^NT ^ ^ / - ^ 

Sinde ,the terms identifying the 'various types- of . ex- 
tended procuremen^^^e often used i^nterchangeably , defini- 
tions of the terms as applied in this document are given 
below. ' ^ 

-Subscription: an order for a continuing publ^i cation 
. ' .that is received niorc or loss repiilarly , ur;ually • 

• 'more than once a yecir, and paid fgir in cidvaiioo , ^ 
- ^ of fulfillment. 

Continuation: an order for individual parts of a series 
* • or set to be supplied as published without a pur- 

/ '■ • • ■ ■ * ' 

chase order b4ing issued for each ♦ part* Payment 



4 is usually made upon receipt of an item, 
n: an order for all* of 



U i.S US 

^ Standing order :^ an order for all- of tfi^ forthcamxng ^ 



^ publications of a- publisher of specialized, jj^te^ 

rials* such as an association, ^a school, or a mu- 
" seum, etc. Payment is subsequent' to- deli very of 
Hho matef^al . ^ * 
On Approval plan: an order for materials to be s'uppl i 
by a vendor .according to the doiimitati ons and 



specifications of the library. ThtM;cj ma t * r- Li.Ls 
are subject 'to * review aj^d return by the library, 
Paymd^rf follows receipt and acceptance^ ,of the 
material ♦ 



-Blanket order: an orvier for gpetiia-L , materials , to be 

selected according <o -qualifications, outlined 



^ by t-he .libr'afy by* a'jT^nddr' act*ing a-s t"he .library/S^ 

V agent! .Returns ar* usually ^lacbeptable . Pay- 

mt^nt i"^ subsequenf tCx r»oeipt -of the ' ma tefiaL. ^ 

^ F\igurc 3, l.ieginning of> p^i^^c 23, illustrates in'flowchart 

' 1 ■ ' ^ ' ' 

form th^ S«>.^t-pndpd procuroniont ' i.:?;or-^'dures ;f6r' .statiding -or- 

u . — ' - / ' V ' ^ V" ' ^ ' \ ' 

dors , . OTT np'^'^rov^t, ord^ers , and blvitiloa orders, » • 

Subscriptions ^ - ^ • , 

The ©rder prQcedure- for a ^new/ subscription will be 
virtually the sa"me as described for 'unitary procurement* 
Certain dat-^, no1> applicable to unitary procurement^ will . 
be needed for a subscript^ion order: namely, frequency of 
issue, length or terjn of subscription, and renewal inrox^- 
mation... Depending upon the policy of' thB library (and the . 
vendor), a renewal may be issued automatically b'^v.t^fi^ystem 
prior to the expiration ,da^to , or the vejidorShay 'i4new, auto- 
ma t ic^^ ;|,y' until he receiVes a notice ^to cancel. • 

After rocoipl of the firnt i5>Guo hai; been acknowiodp,od 
throur;h-TPr», to r.atisfy th^^ sy.l ^-ni J h.^t no claiiff ir; r^Mjuired, 
subsequent issues will be checked- in tuid claimed through the 
Serials Control System. % , - ' 

The TPS record will remain in the system for renewing 

* 

and accounting transactions. " » 



Continuations 



Again, ^he^orde^ ^roceduipe d^escribed t<^r unitary pro- 



curement will apply fora ^new contiiMation order .with 
^following Gxception. If the orcjer^is for a ^monographic 
series, the series (maih entry* ^Vid title ^or title only) 
will be entered in f ields* 1 and' 2 as author andnitle rather 
than in f inld 6 as series • < 

If 'tlie individual p^rts received on a cont inuat ii'/n o^- 
^d(.T beai' somt? kind of seqae^ntial .numbering identi 1 icallon ^ 
each item will be checked-in and/or claimed through .the 
Serials ContrjDl System as a 'serial However if the s^ep- 
arat}^ vblumesj or^e identified by individual titles, each title 
will be searc^d through the system' a-ft^r the invoice number,, 
the cost, and "the date of, invoice approval h^ve"' been entered, 
on the parent cent ihuat ion ^'ecj^p^ . 

" "If the title is in the date; base^ the- record' will be 
displayed on the TPS screen. Then if necessary, the oper- 
ator,will edit the data to* agree wit^h the item recei"ved and 
enter oifly the . additional information ^^equired by the local 
library. If the title is not in the system, the operator 
wi.l] luit.er*. LUl^ minimum data r^T^quirc^d to identify llic itom 
■accurately ^and adequately and send each field thai Lr> aifeered 
a dffed'r— ^^toXtE and SEND will add the record to the TpS 



or 

.file/ No purchase order will be produced; ^ The" cost should 
not be^fntered si'hce it will be included on the parent record 



s 
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\ 



i> 



| 5tandi-ng "Orders ; On Approval Orders 5* Blanket' Orders 



When 



entering standing, on app'noval , ajid 'blanket .orders , 



r 



'no preliminaK search of the data base is necessary. The 

.• . \ ■ 

operator vrill request *a workform, indicate the type of acr^ 

' ■ ' . • ' * t 

^qi/isition, input 'thej'vendor fodo and t"he- nam3 of the order ■ 

■plan i;n ficl(l:i 3 ^nd 2 Respectively, and fill m the oth^r . 

appfopri'.it ^ rLeKl:/, beginning uifh ri.-ld 10 on thr TPS screen, 

A'ffef (".'iplv Tinld has bcnn s'cnt , UFPA'il; and HKND wihl 

When materials ^QiTG receiv^pd through any of; these plans, 
e«ch .title wiil^^o searched v/a\^e CRT and other^files to 

in th-e libx^ary, 2) if 



add^thelrecorvj Lo the TPS file 



ascertain 1) if the title is 



^alreacl 



the" title ^is' in-'process or op. order, or 3) if tlie^ title is 
in the system. Dupi>ic]^tes received as part *o'f an o^^^ approval 
shipment may be feet aside'for a decision to keep or return. 
I If a tftle^is^'in tHe system, the data will' be displa^^ed 

on th^ l'PS "screen. If necessary the opejpatpr will edit the 
r data to aj^re'^e with ttl6 item received, enter the additional 
data reqiiir^^d by the local library, and send .each field that 
is altered or addod^ tlien depres^i pDATE,and :u:ND . No pur- 

ill be .produced. Th*^ ^'onI i^K-uld bo *Mac'^e(' 



-/ 



since it vn'll be included on tl^-/ ]) ii'fiit record. 

If . the title is not in the r.ystcm, -^e ppcrator will 
g H ii i^ -r^um .data re^^uired by the, Icscal. library 



enter th 



; 
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\he parent order record vill be retrievable by the 
vendor code or the purchase order nu-iUer. Waon shipment 
is received, depending on the^hsK^al library practice, the' 
total amount of the invoic^^ minus the 'cc3t of those iterns 
to be returned will be entered and the invoice approved 
for payment, or the' current 'date will be entered in^fi^ld 
21, tb, to indicate* that ''.be invoice *is being held and the 
invoice will be set aside until tho vendor issuer a <^redj I 
for the items returned. 



G-IFTS 



I The ^same procedures described under unitary procure- 
ment and under subscriptions and continuations will apply 

for gifts, dependj^ng upon the natiire ,of the gift. Smde 

« *" 

no purchase order is required foj 'gift' acquisitions, / 
UPDATE will always by used Instead of PRODUGIJ^to add the 
record to the. TPS file. y r 



y 



§ 

-23- 



0 



Manual 



I f I 



lERIC 



Contract with^.'^Spec'if ications 
on materia to be supplied 



Log into TPS.. 
— 



' Request 'vdvkfptn 




JDis^^l.ay R^c'^J^fend 



„type of.'oTd^n"' 




Coiiiputer 





3 / 



kl 



FISURE 3 Flowchart for E^wT?ded ProcarementT^^taiiding Orders, 
On Approval OrdePrs", and Blanket Orders "^^-^ 
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FIGURE 3 Flowchart f or" Exteritied Procuren\ent : Staj\ding Orders, 
On Approval Orders, -and Blanket Orders - Cont'd. 
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Fl<D>*chart for Extended Procurement : Standing' Orders , 
On Approvai Orders, and^^^^^et Orders - Cont'd. 
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rii^RE 3 Flowchart for Extended Procurement: Standing Orders, 
On Approval Orders, and Blanket Orders - Cont'd. 
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FIGURE 3 Flowchart for Extended Procurement; Stafiding Orders, 
On Approval Orders, and Blanket Orders - Cont'd. 



-29- 



PURCHASE ORDER FORM 



A quadruple-copy printed order form, similar to the 
exampl* in Figure 4, will be produced automatically by the 
computer. Two copies of the form will be mailed by the 

Center dir?Gctly ro/the vendor. Instructions will b^ print - 

'I ' ■ . . 

cd- on tlio back of one copy (Fi)'.ufc 5) And the other a.s in- 

tnndod Lo Uo r-etuiMicd with the- uvdw . The remaining, copie: 

win ho Gr-nt to th.' library or ip.iri.it'inp, thf order, to be 

us&d as needed . 




\. funU 



ISBN 



rricc 



VAKY- JTIHI. NOT qUPPLIED OR KEPORTED WITfTlN ^AYS WILL BE CANCELLED 




SEND OHt 

cqvY 

UNLES«-^ 

OTHERWISE 
INDICATED 



Vendor Kame & Address: 



Libra ry ? * i m*3 % A Jii r g ^ 



. SI J TN'.THiu'T ro:;s on RtVLnnr. 



FIGURE 4 Purchase Order Form 
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INSTKUCTIC?;S TD VENDOR 



or jse awJKre? 
(ill be aeliyed. 



rort if 



GEK-RAL 1. Peturn report slip, with naterial or 
t,LN.KAu ^^^^ ^^^^^^^ ^^^^ delivery 

' t/send latest edition unless otherwise indicated. 

3. Reiiort before sendinsr if item is par\ of a series unless 

SilRIES is indicated. 
i». Report L price before supplying ite-.s over $30.00 if 
order does not give price. ^ ^ 

IHV:iCr:r. 5. E^ce.pt iron Ohio sales tax. Rev. Coce of Ohio .Se=. ^ 
and frcni all federal tax^s. 

6. S.ibnit invoic. in tripUca.^: Bill ^^^ether only ide^^ 
FUND nunbera. Bill in U.S. ourrencv or state exchange ra^e. 

7. Purcha.. order nutter n»u3t M'P- »r -r. 4ll Invoice-, and 
-.hip b/ .h-.^p-.t m.,n, pn-U il -ml item Is r^rk.-l RUSH. 

uri'h'f ".ill lu : *' 



FIGURE\5 Instruct ion£5 on Verso of Order Form 



CI^TM NOTIC 




m notices' will be produced automatically by the 
er'^according to pre-deterftiined cjaim cycles. OCLC 
will establlish a cleim cycle for each vendor, depending i.i 
part upon the geographic location the vendor. . M:h Mem- 
ber library will decide on , the number of cl^^ims to ba sent 
for that library. It will also be possible to initiate 
clairnr, manu.iUV,, as well as to ruippross tho autroniatic ftlajm 
function. To initiate a cT-aLiu in.iniM" I I v , Liic dale wiJL^bt-- 
typed ii^^field 2o"'on the TPS screen, then PRODUCE and SEiID. 
fo suF^press aT\utomatic claim, 'no' will be typed inli.^ld 
20, then UPDATE and SEND. _ . , _ 

^ Claim will be s-ent for items ordered bul^not received 
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within the specif iad period of time, and also fo^ overdue 
invoices for items already received. Illustrations -of the 
claim notice an4 the vendor reply foryi to be printed on the 
back of the claim notice\are shown in Figures 6 and 
the following pages. 




REQUESTER NOTICE 



Roquostcr notices will be sent regularly to .the librai - 
. ies that desire them, for tlistribution to the requesters. 
. Each title, for which the requester has asked to be notifiq i, 

will be ^listed QH the notice, along with the processing sta- 
• tus of each title. The notice will be patterned after ^ the ^ 
o;<^^^ed at Yale University Library that is shown in Figure 
^^N^n page 34. 

PUNCHED CARDS 

^ t . 

When an in\^oice is approved for payment via the termi- 
nal, the computer wilL produce punched cards for those in^ 
stitu^ions with aulom.ited purchasing departments. Th.e-x:ard3 
wil] bvO^Gcnt directly from OCLC to the purchasing department 
of the inrUilutlon concerned, thus elimin<iti^i', lh<* lu-tMi tu 
sent the invoices for manual keypunching. 
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FIGURE 8 Requester Notice 



FINANCIAL REPORTS - ^ ' 

The following reports will be computer-produced on a, 
'regular basis for each library. 

1, Fund Commitment Register. 

2. Fund Commitment Register Summary 
■ ' 3. ^mmary by Institution Account 

■^. Report of Exhausted or Overconunitted Funds 
S. Invoice Transaction , Journal 
A Forcip.r. Ccnvor si on Table w I automatically convert 
foreign monies to U.S. dollars. Periodically the table will 
be updated to bring it into accord with current exchange^ 
rates* 

•According to itr. option, a library^ailj^ceive any or 
all of the Hsted reports, that are briefly described -below . 

The Fund Coiynitment Rc-rister ' will li|t detailed trans- 
acti^s tallied aVainst each fund during/the period covered 



by th^ 



:h\^port. Tile format of the print-out is illustrated 

in Figure 9, page 37. , • , 

The Fvrnd Commitment' Register Summary will., show only the 
summarized transactions hy "^und . This summary will be dis- 

H' 

played on tWe CRT screen in >er,poniiO to keyinp. in the fund 
number plus DISPLAY REC'D an)i>SEND. The scfeen di^^play is 
illustrated in Figure 11. The print -out will assume the 
format shown in Figure 10 ^ page 38. 



\ 




The Summary by Institution Account Will be similar to 
the Fund Commitment Register Summary but will be by account 
rather than ^uncl . The screen display will be "^retr . eved in 
response to the account nUmber, DISPLAY REC'D^and SEND/ 

The Report of Exhausted or Overcommitted Funds will list 

each fund that is more than^ 80% committed with the amount 

allocated and the amount committed to date. In addition to - 

the prated report, the system will di^^pl'^v a warning, <»n th<^ 

screen when an operator keys in n Tww] d^^r; ipnat j on f^r -in or^- 

der that wili overcommit that fund. If a library so denires, 

the system will reject any order assigned to a fund that is 
V * / ^ ^ ^ 

'^^^^fy^ly committed. 

^ The Invoice Transaction Journal will lis^^i^der the* ^ 

appropriate account and fund numbers , and arranged by vcndo/, 

each invoH-^e number, the date paid, and the amount paid, S*::^ 

Figure 12-rp<age 40, for an example* of the print-out f ormat /\ 



INPUTING ALLOCATIONS 



To enter* new allocations at tkQ beginnin^^ of the fiscal 
ynnr^^^hn oporator will requc^nt ah ^i't^ no aV ion (*af') 



»un t 



and type in the period covcrnl !>y alloc 
number, and th^ fund number, follbivcd by the'' .imount allocated 
UPDATE and SEND wil'ftommuni cate this data to the system. 

The screen display for this transaction is shown in Figure 
13, page Ul. ' * \ ^ V • . 
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FUND ALLOCATION 



Period covered : I> 1 
Account number '.gC^ 2 
Fund designation : t> 3 
Allocation: I> 4 



FIGURE 13 Screen Display for Inputing Allocations 



r 



ERIC 




-42- 



SUBSEQUENT PRODUClo 



r 



fhe following products will not be available at the 
time the Technical Prc^^sing System is implemented but" 
will b'e added as soon as possible following - ^mplementatixin . 
The first group listed will be issued^'regularly to those 
''libraries that request them. The -second group will be pro- 
duced upon demand from the system. - • 

Group I : • 

' Delayed ProcessinR RepQrts will be addressed to the 
supervisors of the various departments to which 'they apply. 
A maximum time period^ll be established for a t^tle to 
remain in a given pi/o^essing area before the computer pro- 
duc3s a -report that completion of the processing for that 
particular item is overdue. 



List of Books Ready for Requesters will be issued to 
the circulation departments periodically. The requester 
listed will be »those who asked for a particular title after 
another person had already requested it. The first r.equeti- 
tcr's original request' will be with the item when it go^i. 
to the circulation department. Circulation will u.-** tlw 
list of names* as a reserve list for subsequent lending of - 

4 

the materials. ^ 




RECOMMENDED STANDARDS FOR THE CATALOGING OF SERIALS 



May 1972 



t Accompanying each fie^d is/ the "Committee *s recommendation for 
pplication of that field ik\ the OCLC Serials Control System. 
..... ^ - - 



Mandatory 



Def Ji,itions of the tepms used ^re as, follows: 

Vield or subfield should always be in- 
put, if applicable to the work being ^ 
cataloged, whether oc not\LC copy or 
some other similar source of informa- 
tion is available. 



Required if available 



Optional 



Omit 



Field or subfield should be -input, if 
available from LC Copy or some other 
similar source of information. If 
such a source is not available, input 
is optional . 

Field or subfield may. be input at the 
discretion of the individual library. 

FielQ or subfield should not be input, 



Unless there is a recommendation fo the coatrary, it i.s assumed 
that, if a field is used, the relevant subfields defined for that 
field in, Serials - A MARC Format ^re required. 



Field Name of Data Element 
Fixed Fields 



008 
#1 



#2 

#3 

#U 
#5 
#6 



Date entered on file - 

Publication status i 

c - current 
. d - dead 

u - unknown 

Beginning year of publication 

Ending, year of publication 
Country of publication code 
Frequency 



llecommeridations £ Comments 



Will be supplied auto- 
matically • ^ 

Will default to *c*, other- 
wise must be input expli- 
citly. Recommend adding 
status 's* for suspended. 

Will be entered in field 
362 and automatica}.ly trans- 
ferred to fixed field. 

Same as above. 

Omit . 

Mandatory . 
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,^ RECOMMENDED STANDAkoS 



F ield Name of Data Ej^emfent 



#7 



#9 



#10^ 

nil 



#12 

#13 

#1^ 
#1<* 

#15 
#16 
#17 
#19 



1 



Regularity 
r - regular 

n - normalized irregular 
X - completely irregular 

Type of serial designator 
b - nohe listed below 
p - periodical 
m - monographic series 
n - newspaper ^ ^ 

Physical medium designator 

Form of reproduction 
K - not a reproduction 
a - microfilm 
b - microfiche 
c - microopaqij^e 
d - large-prin-t ^ 

Form of content 

Government publication 
designator 

Conference publication 
designator 

Title page availability 

Index availability 

Cummulative index availability 

Title as it appears on the 
piece designator 



#20 Language code 



#21 Modified record designator 
K - record not modified 
X - ipodified because of non- 

# reman characters etc, 
d * modified because 'c)f 

dashed-on entry 
s - shortened record 



^ . May 1972 

Recommendations S Comments 
Mandatory. 

Mandatory . 



Required if available. . 

Omit in Catalog record. 
Enter in local Check-in 
record. * 



Omit . 

Required if available. 
Omit 

Required if available. 
Required if available. 
^ Omit . 
Omit 



Mandatory. Will defdult 
to English.. 

Mandatory . 




#22 Cataloging source code 



Automatic. 
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RECOMMENDED STANDARDS 



Field Name of Data '.Element- 
Variable Fields 



! 010 

015 
022 
025 
030 
035 
° Oi+O 
° 0«+l 



LC card number 



043 



National bibliokrAphic number 
Standard serial number 
Overse^as acquisition number 
Coden 

Local system number 
/Cataloging saurce 

" Languages of t#xt if multi- 
lingual, or language of text 
followed by language of orig- 
inal if translation 

Geographic area code 

Holding library . " 

LC call number 



051 LC copy statement 

060 NLM call number 

061 ^NLM copy statement 

070 NAL call number 

071 NAL copy statement 

072 NAL subject category number 
080 UDC number 

082 DDC number 



May 197 2 
Recomm^dations S Comments 

Required if available and 
if LC copy is source of 
cataloging. 



Omit . 

Omit for the present. 
Omit • 
Omit . 
Omit. 

Automatic . 
Mandatory . 

Omit. 

Mandatory • Will default to ' 
main ^ibrary; 

Required if available • In- 
put only if it*is clear where 
should be placed. 

Omtt. 

Optional. Same qualifica- 
tion as for LC call number. 

Omit • 

Omit . 

Omit . * 

Omit . 

Omit. 

Required if available* 



See page 8 for explanation of symbols . 



RfCOMMENDED STANDARDS 

Field Name of Data Element 



086 

! 090 
! 092 
!* 100 
!* 110 
!* Ill 
!* 130 



I ft 



200 



U.S. Supt. of Docs. 

classifipation number' 

Local LC call number 

Loca'^ Dewey call number 

Main entry - personal name 

Main entry - corporate name. 

Main entry - conference name 

Main entry - uniform title 

Title as it appears on .the piece 



210 



Abbreviated entry 



240 Uniform title 
!* 24'5 . ^ Full title 



!* 246 



Varying forms of title 



247 



Former titles 



May 1972 



Recommendations S Comments 
Required if available . 

Optional . ^ 
Optional. ^ 

Mai^atory. (*e is required) 
Mandatory . ' 
Mandatory. (*g is optional) 
Mandatory . 

Mandatory if different from 
245 or Ixx + 245. Recommend 
adding^ first indicator: 

0 - Note; no title added 

entry 

1 - Note; title added entry 

2 - No nate; no title added 

entry 

Omit for the present* Recon- 
sider if list of Standard 
Abbreviated Forms becomes 
a reality. 

Required if available. 

Mandatory-!. (*b and *c are 
required if available) _ 

Mandatory. Recommend addi- 
tional option in first indi- 
cator : 

0 - Note; no title added 

entry 

1 - Note; title added entry 

2 - No note; no title added 

entry 

Mandatory for those serials 
entered entirely under the 
latest" title. For former 
titles with separate record 
use 780. 



See page 8 for explanation of symbols. 



RECOMMENDED STANDARDS 



May 1972 



Field ' Name of Data Element 



250 
260 

265 
300 

310 

320 
321 
330 
° '331 
' 350 
362 



* mo 

* Ull 

490 

500 
506 



Edition statement 
Imprint 

Subscription address 
Collation 

Frequency 
It 

Current frequency control 
Former frequency 
Publication pattern 
Former publication pattern 
Subscription price 
Dates £ volume designations 



400 / Series statement - personal 
name/title (traced) 



Series statement - corporate 
nam^ title (traced) 

Series statement - conference/ 
title (traced) 

Series statement * title 
(traced) ^ • 

Series statement - untraced 
or traced differently ^ 

General notes 

Limited use note 



Recommendations £ Comments 
Mandatory. 

Mandatory. Date will not be 
entered in 260 unless it is 
different from date in 362. 

Omit. Will be in TPS record. 

Required if available. (*b 
and *c are required if avail- 
able) ^ - 

^Optional if 008 , #7 is 'r', 
otherwise mandatory. 

Omit . 

Required if available. 

Required if available. 

Required if available. 

Omit. Will be in TPS record. 

Required if available. Firs^ 
indicator 0^ prints following 
the title; 1 prints as a note 

Required if available. ( *e 
is required if available) 

Required- if available. 



Required if available. (*g 
is' optional ) 

Required if available. 



Mandatory if no other 4xx* 
field is used for series. 

Optional. 

Omit. 



See page 8 for explanation of symbols. 



J 
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RECOMMSaiDE^^SJAifDARDS 

Field Name of Da^a^ Element 



510 

515 

520 
'525 
530 
546 
547 



550 
555 
570 
580 

600 
610 

611 
630 
650 
651 
690 

.691 



Indexing 6 abstracting 
, coverage 

Note for explanation of .dates , 
volumes , etc • 

Abstract or annotation note 

Supplement note 

Additional physical forms note 

0 

Language note 

Former title note (coirvplexity ) 



Issuing body note 
Cumulative indexes 
Editor note 



Linking entry notes 
(complexities ) 



Subject heading - personal name 

Subject heading - corporate 
name 

Subject heading - conference 

, Subject heading - uniform title 

Subject heading - topical 

Subject heading - geographic 

Local subject headings - 
topical 

Local subject headings - ' 
geographic 



May 1972 

Recommendations S Comments 
Optional • 

Required if available • 
"Optional. 

Required if available. 

-Omit. 

Optional . 

Mandatory when information 
is, too complex for an intel- 
ligible note to be generated 
from 247. 

Required if available. 
Required if available. 
Optional . 
Optional • 

Mandatory. . • 

Mandatory . 

Mandatory, (tg is optional) 

Mandatory . 

Mandatory . 

Mandatory . 

Optional. 

« 

I 

optional . «* 



RECOMMENDED STANDARDS 



Field Name of Data Element 



May 19 7 2 



700 

.710 
711 

730 
760 

76 2 
765 
767 
770 
'772 
775i 
776 
777 
780 
785 
787 
800 

810 . 

811 
840 

850 



Added entry - personal name 

Added entry - corporate name 
Added entry - con'ference 



Added entry - uniform title 
Main entry series 



Subseries entry 

Original language entr^y • ' 

Translation entry 

Supplement/special issue entry 

Parent record entry 

Other editions available entry 

Othfer physical forms available 

' Issued 'with' entry 

Preceding entry (s) 

Succeeding entry (s) 

Linking entry - non-specific 

Series added entry - personal ' 
name 



Series added entry - corporate 
name • 



Series added entry - conference 
Sei^ies "added^ entry - title 
Holdings 



Recommendations S Comments 
^ — , — — ^ 

Required if available * {*e 
is required if available) ' 

Required if available . 

Required 5^ available. ( *g 
i? optional; 

Required if available . 

Mandatory. ^ Print constant 
should be 'subseries of*. 

Optional. 

Required if available . 

Optional . 

Opy.onal . 

Optional. 

Optional 

Optional ^ 
Mandatory . 
Mandatory , 
Mandatory ^ 
Optional . 

Optional. (*e is' required if 
available ) 

Optional . * , 

Optional. (*g if optional) 
Optional. 

Omit. Recorded elsewhere. 
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RECOMMENDED STANDARDS 



May 197 2 



Below is 'an\xplanation of the symbols that appear in the 
left mapgin on -pneceding pages 3, and 5. ^ ^ 

* An added entry tracing and heading may be generated by ^ 
an indicator in th\s fi^ld. 

° Data in this field will not be' printed. * 

! Data in this field will be used for on-line recor^ re- 
trieval, although' the capability may not be available 
at the time the system is implementeJ. . ^ 



The data elen^nts in the fixed fields wall not print; the 
elements in 008 will display. 

If no symbol appears before a ^af iable fj^feld tag, ift is a 
printing field, but will not be used for record retrieval or 
to generate an added entry tracing and heading (except 6xx, 7xx 
and Sxx, which are added\fentry fields). - y 

' " , I ' 

Fields to be omitted froui the record have not been otherwise 
marked. « 



i- 



1.1 



• • ■ ■ 



0 



mm m 
mm m 



tlroliio coilfie lilifary c 

Mil w. koiiersoii rl. - cslumliityiijG - 43j^20 




2 June. 1972 



0: 



STi^S)AK}S FOR INPUT CATALOGING 



At tte 17^lfay M^ex^hip » ^-etii^ JJ^ R^r^entatlves 
ulUQ(^Jll^ly ^q)^ ifoUtud^ Stsi^dTfk for In^t Catalpg- 
ISi^e Stand£ur^ i^re ft?miial^d 1^ tiie Advisee Comittee 



J on t^t^qging in a seri^ of i^^i^ feW betvi^^ D^®>er , 
1971 OTd April 1972. 

^ [ ^ TMs S0ri« of Bieetil^ heM to cHlsctbs metho% \sf vMch 

tte Hi^i^ of iiqjut catiilt^lng-^mtd be in)roved %Aile maintain- 
ini^ Ijfnit c^ts at tte lOM^t p^silOi 1^1, 1}^ Coimttoe 
menk)erS attracted to a^reera^t as to t}» mimiiiM acceptable 
content of m ixi^^ut recoi^*"" Ibe ^al txivirard idudi it worked .was 
' ' ai inorease ig «3!^ati^^ of records input by different ^ 
Iibt^ries so that records iVi|mt l©r kx)b can.be used by others vdth 
a^di^^niim . -unt cff dieddng and Aa^ing. 
^ 1he,4uideliiie directii^ the discussion \tm agreeoi^t that LC 
practice stould be follow^ In so far as diat practice can be 
detemined by a local library followii^ its own polici^ as to 



\ 



ir- 



irefjficatlon. It was rea^nized that libraries receiving proof 



slips and Hms National Unicm Catalog are in a bettet position 
to ascertain Library of Ccaigress practice than are libraries 

r 

lackir^ such bibliographic resources. 

Wien Library of Qmgress practice caimot be deteimined, the 

Anglo-Anerican Cataloginfe "liles (AACR) should be foilwed; 

■ ' • \ 
Staff merabers^rom the following libraries wor^ on t^e, 

Preparation of tJiese Standaids: Antioch Collie, Bowling Green 

5tat^ ttii>^rsity, Case W^t^m Reserve Itaiversit^ Cleveland 

State University, Ihe College of Wooster, Heidelberg, College, 

Hiram College, K«it State IMversity, Miani University, Oberlin 

College, (Mo State tMversity, CMo University, (Mo Wesleyan 

« # - 

iMveisity, IMversity i^Cinciimati, University of Toledo, Walsh 
Collie, and Wright State IMversity. 

This Introducticai does not foia part of the Staidards adopted 
by tiie Represratatives. 



\ 
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DEFINITIONS • . ^ ' / 

The Cormitfee's recaimendation is attached to each field or si4)- . 

field discussed itx the following pages, ' Definitions of the terms 

used are as follows: 

Mandatory - Field or subfield should always be 

iiput, if applicable to the work 
being cataloged, whether or not LC 
cq)y or soae other similar source 
of information is available. 

Required if available - Field or subfield should be input 

4f available from LC copy or some 
other similar source of infomation. 
If such a sdurce is not available, 
input is optional. 

* 

Optional Field, or subfield may be iiput at 

the discretion of the individual 
r ^ * • library. ' . ^ ' 

Omit * * • Field or subfield should not be 

input, ^ 

A tabular suranary of the Standards appears on pages 18-28 where 
reccnmendations are given on both the field and subfield level. 
Sometimes a field may be lis ted 'as 'Optional' vAiie some of its sub- 
fields are 'Mandatory'. This means that a library is free to' 
choose whether or not it wants to input that field but that once having 
chosen to do so*, it should ir^ut those sifcfields if they are applicableT, 
FIXED FIELDS 

The following elements are now displayed in the Fixed Field arfea of 
the terminal screen: 

I 

OCLC control nuifcer 
Cataloging source 



Type of record, e,g. , 



etc. 



Intellectual level, e 



Printed langOa^e material . Printed score 



.g. , Non- Juvenile oy Juvenile. 




Bibliographic level, le.g. , Monograph or. Serial. 

/ * 

Fom of reproducti^; e.g, , Not a reproduction . Microfilms, etc. 

Language, e>g. , ^^lish , French, Latin, etc. 

^ International Standard Book Number (ISBN) Omit 
/ 

LC card nunl^r Required if available 

TTie first two elements are ^automatically provided by the system. 
Defaults, vrfiich may be overridden by a terminal user, are provided for 
the next five elenents. The exmple given first and underlined for 
each of Hiese fi^e elanaents in the above list is the default: for that 
element. 

The Committee decided that, for the present, until more knowledge 
is available as to the amount of use that will be made of the ISBN, the 
ISBN should be onitted in input cataloging. 

Need was expressed for more detailed language information than is 
available in the Fixed Fiel<J area which can accept only one language 
code.* (See 041 Field on^ttcmof p. 4) 
VARIABLE LENGTH FIELDS 

041 or Language Field Mandatory 

This field is Mandatory if the work is multilingual or is a transla- 
tion. Since the 041 is not a printing field, any languSage information 
which should be printed would have to be repeated in a note (500 field) . 
The use of the 041 field will be described in a future issue of the 
Newsletter. 
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C49 or Local Holdings Field Mandatory 

This field is not yet fully operational and has hot been fully 
defined. The indicators are not yet operational. HoKling library 
symbols and stamps required for the work being cataloged are Mandatory. 
050 or LC Call Ntiriber Field Required if available 

It was recommended that LC libraries li^t LC call nunbers without 
verification when such nurbers are available frcmi the bibliographic 
source being used to provide the input data. Since Dewey libraries 
would have difficulty delimiting the book nunber in LC call nunbers , 
such jyjraries are asked to input the 050 field only .when they are * 
certain that the call nunbers is so simple as to offer no problem. . 
Call nunbers with more .than one cutter nunber are dif ficuttr'and should 
not be inpiityty Dewey libraries. 

■ ' The first indicattir in this field shows whether or not the Library 

4 

of Congress has this work. If LC copy is being used as the soyrce of 
the cataloging data, the assumption is that the work is in LC unless 
the copy is the result of the shaied cataloging program. This indicator 
is required if available. 

060 or HIM Call Nunber Field Optional 
Hm call numbers should be ii^ut for the use of the Ohio medical 
libraries -which are considering joining OCLC. This field should be 
input, however, only if the.ii^uting library is confident it knows how 
to delimit the class nunber fr.oni the book nunber. 
070 or NAL Call Number Fjeld 
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082 or Dewey Class Nunber Field Required if available 

this field offers no delimiting problems since it consists of an 
'a' subfield only,^ 

086 or Superintendent of Docunents Class Number 



Mandatory 



Required if avai liable 
' Since the 086 is not a printing field, libraries that wish the 
SuDocs nunber to be printed on their catalog cards should repeat it in 
a note (500 field). 
100 or Personal Name Main Entry Fiqld 

All subfields defined by the MARC Developnent Office thru the 4th 
edition of ^ Books: A MARC Fonnat are Mandatory except that the 'e' or 
'Relator' subfield is Required if available rather than Mandatory. . 
Subfields first defined in the 5th edition are Gptiqjval. (See~~ppr 18 ff) 

LC practice should be followed if LC copy is available at the time 
of input* If LC cq)y for the work is not available, the inputing 

library should verify the author and use the latest LC form o^ name* 

J 

It was emphasized that LC practice should be followed even if, for 
example, the inputing library knows infomation such as a birth date 
or full forename when the Library of Congress had omitted the date or 
used only initials. Death dates can be freely inserted if the birth 
date is present. OCLC will try to work out a procedure by which 
infonnation not used by LC can be input while at the same time making 
it clear vAiich information emanates from LC and which does not. 
lid or Corporate Name Main Entry Fi eld Mandatory 

The 'a', 'b' , 'k', and 't' subfields are Ma^toiy. The 'e' or 
•Relator' subfield is Required if available. 
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The additional subfields first defined in the 5th, edition of 
Books: A Marc Fonnat are Optional except for the 'u' or 'Nonprinting' 
subfield which should be Omitted. 

111 or Meeting Name Main Entry Eield Mandatory 
All subfields are Mandatory except for the 'g' or 'Miscellaneous 
infoimation' subfield vtfiich is Optional as are the additional sub- 
fields first defined in th6 5th edition. 

130 or Unifom Titjfe-Main Entry Field Mahdatory 

The 'a' and (tl subfields are Mandatory as is the 'k' or 'Fom 
subheading' subfield first defined in the 5th edition. The other sub- 
fields first defined in the 5th edition are Optional. 

240 or Unifom Title Field . Required if available 
Libraries that wish to do so are free to search to establish a 

unifom title not imnediately available. If the unifom title being 
int^ut is available somev*iere on printed LC copy being used as a 
source, the first indi^tor should be set to '1'. Otherwise, the 
first indicator should be set to '0' . 

The stcond indicator in the 240, 241, 245, 440, "iid 840 fields is 
provided by MARC but not used by OCLC. Mien doing input cataloging, 
OCljC Members should leave this indicator position blank. 

241 or Romanized Title Field Optional 
245 or Title Field Mandatory 

'a' or 'Short Title' Subfiel d Mandatory 
'b' or 'Remairaier of Title' Subfield Maralatory 
'c' or 'Remainder of Title-Page' Subfield Mandatory 
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The libraries represented at the 9 May meeting of Catalog Depart- 
ment staffs requested that all subfields of the 245 field be Mandatory, 
The only negative vote was cast by Wright State which preferred that 
the 'b* and 'c' subfields be Required if available' rather than 
Mandatory . 

Det^TTiination as to whether the first indicator should be set to 
'0' (ti^e not traced) or '1* (title traced) should be made by the 
input ing library according to its owi| practice if it is doing original 
cataloging. Otherwise, the practice used on the LC source docunent 
should be followed. 

250 or Edition Field ^ . Mandatory 

'a^ or ^Edition Statement* Subfield Mandatory 
*b^ or 'Additional information^ Subfield Required if available 
260 or Imprint Field ^ ^ Mandatory 

The Committee discussed the question of v^ich date, copyright or 
printing, should^ be iii5)ut in the 'c' subfield. If the record being 
input is based on LC copy, that copy should, be followed. If original 
cataloging is being input, the practices of the'^inputiiig library 
should be followed. Every attanpt should be made to make it clear 
vrfiich date is being used througli such means as a 'c' before a copy- 
right date or a note shewing the print ii^ history of the work. 
300 or Collation Field Mandatory 
, 'a^ or 'Paging* Subfield Mandatory^ 
The Conmittee reccnmended that preliminary paging as well as the 
main group of pages should be shown in this subfield. It was also 
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reconmended that the British policy of including plates in the '*a' 
Siibfield should be followed as LC is thinking of adopting this 
practice. 

'b' or 'Illustration' Svibfield Required if available 

'c' or 'Height' Subfield Required if available 

350 or Bibliographic Price Field * * , Qnit 

400 or Personal Name Series Note (Traced) Required if available 
If the 400 field is used; all subfields defined thru the 4th 

edition of Books: A MARC Foxmat are Mandatory except for the 'e' sub- 

j 

field which is Required if available. Subfields first defined in the 
5th edition are Optional; 

410 or Corporate Name Series Note CTraced) Required if available 
If the 410 field is used, all subfields are Mandatory with the 

follcjwing exceptions: the 'e' subfield is Required if available and 
those sidBH^lds first 4^fined in the 5th edition are.Otpiorial except 
for the 'u' subfield v^ch is to be Dmittedr 

411 or Confermce Name Series Note (Traced) Required if available 
If the All field is used, all subfields are Mandatory except for 

the 'g' or 'Miscellaneous inf^r^tion' subfield and the siAfiolds first 

defined in thVsth editioij/all of ^ich are Optional. 

440 or Title Seri^5"1tote (Tyaced) Required if available 

If the 440 field is used^ll subfields are Mandatory. 

The 400, 410, 411, and 440 fields serve two purposes: to provide 
a series note aiKi to generate automatically a series tracing. A 
series note must be provided if the work being cataloged belongs to a 
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series. If the series tracing i^not desired, a 490 field should 
be input in place of a 400, 410, 411 ,\ or 440 field. The series 
tracing need be input only if it is avaiilable on' tlie LC cataloging 
source copy, or% in original cataloging, if the iiputing library 
wishes to use it. \^ 

490 or Series Untraced or Traced Differently Kj.eld Mandatory 
If the work being cataloged is in a series W no 400, 410, 411, 
or 440 field is provided, a 490 field is Mandatory, ^ 

All infomation in this field is in the 'a' subfield and no 
distinction is made for volune information as a 490 field is not 
used^ as a heading. ^ (But see the 8xx fields on p. 16 § 17) 

The sole purpose of the first indicator in this field is to alert 
one to the existence of a related 8xx field. If the inputing library ' 
•does not wish to trace the series in a related 8xx field, even if the 
Library of Congress does so, the first indicator should be set to* 
'0'. Other libraries that subsequently use the record will have the 
option of inputiiig any 8xx fields that they desire. 

500 or General Note Field Optional 
The inputing library may iiqnit as many notes as it needs. ^ 

501 or 'Bound with^ Note Field * Qnit 
This field applies only to the holdings of the Library of Congress. 

'Boiind with' notes that apply to a local ir^uting library should be 
tagged 590. OCLC is discussing with the Library of Congress the 
possibility ctf' using an indicator to differentiate a 'Bound with' note 
from a 'With, as issued,' note since the latter would apply to all 



11 



copies of a work while the foimer would not. At present, all 'With, 
as4ssued, ' notes should be tagged 500, 

502 or Dissertation Note Field Optional 

503 or Bibliographic History hfote Field O hiit 
Any infoimation that might have gone into this field should be 

put in a 500 field, 

504 or Bibliography Note Field . Required if available 

505 or Contents Note Field , Optional 
Members, when doing original cataloging, should be free to follow 

their own policy about iiq)uting contenti notes. If following LC 
cataloging copy, Menfl^ers are asked to input such notes unless the 
notes are very long. If LC lacks sOne volunes which the ii^uting 
library possesses, the inputing library is asked to enter its 
volunes. 

It must be enphasized that the Contents note prints only when 
the first iiKiicator is set at either zero (Full Contents) or '2' 
(Partial Contents). These two indicator states show that the Library 
of Congress has the conplete work^ although it may have decided *o. 
Jist cmly Partial Contents (indicator '2'). If the Library of 
• Congress has an\ incomplete set at the time of cataloging, the 
ifKiicator is set at '1' and the Incofplete Contents Note is not 
printed by OCLC on the assumption that the exact volumes held by EC 
are not necessarily held by other libraries. 

520 or Abstract or Annotation Field Required if available 

This field is provided only for juvenile works. 
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590 or Local Note Field 



Optional 



'rhis field is to be used by the inpUting library for notes that 
apply to its copy of the work only. Local 'Bound with' notes that 
are unique to the copy held by the inputing library are input in this 
field. 590 fields do not become part of the Catalog Record File and 
do not display on the terminal screen. Binding notes that apply to 
all copies of a work should be^tagged 500. 

600 or Personal Name Subject t-ield Mandatory 

All subfields defined thru the 4th edition of Books: A MARC 
Format ar^ Mandatory except the 'e' subfield \rfiich is Required if 
available. See the^ relevant portion under Field 100 for a discussion 
of the 'd' or ^date* subfield. 

The second indicator should be provided as follows: 
'0' should be used if the heading has been verified as an 
authorized LC heading. 

'1' should be used if the work being cataloged is a juvenile and 
the heading is an Annotated Card Program heading. 

'2' should be used if LC copy is being followed and it contains 
an NLM subject heading. Members are being asked to provide medical 
headings for the use of medic^ libraries that are considering join- 
ing OCLC. s ^ 

'3' should not be used as we have no members interested in 
National Agricultural Library subject headings. If such headings 
are found! on LC printed copy being used as a cataloging source, tljey 
may be omitted. . 
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'4' should be used as follows: a) if the heading in question is 
thought to be an LC heading butvthe inputing library has made no 
attempt to verify that it actually is\b) if the inputing library 
has tried but been unable to verify the ntoding; and c) for LC-like 
subject headings that are not synonyms for elldsting subject head- 
ings. The cross-references in the Ijrist of Subject Headings should 
be checked to establish synonymy. If such proposed headings conflict 
with established LC headings or cross-references to such headings, 
tliey must be put in a 69x field. If in doubt, put in 690 or 691* 

The Ccnimittee recommended that an option be set up by which each ^ 
library could decide vdiether or not it wanted headings with indicators 
'1', '2', or '4', to print on its catalog )cards along with headings 
with indicator '0'. Even if a library chose not to get headings with 
indicator '4' it would be able to get such headings when it is the 
Cataloging Source for the record. 

610 or Corporate Name Subject Field , Mandatory 

The discussion about indicators in the 600 field applies to the 

610 field as well^ * ^ 
All the subf ields defined thru- the 4th edition of Booksj A MARC 

Format are Mandatory except Ijle **e' or 'Relator* subfield which is \ 
Required if available. The additional subf ields first described in 
the 5th edition are Optional except for ^the 'u' or 'nonprinting' 
subfield which is to be Omitted. 

611 or' Meeting Name Subject Field Mandatory 
The discussion about indicators in the 600 field applies to the 

611 field as well. 
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All subfields are Mandatory except for the 'g'^r 'Misceilaneoiis 
inf d^rmation * subfield and the subfields first defined in the 5th 
edition, all of which are Optional. 

650 or Unifom Title Subjl^ct Field Mandatory 
The discussion about indicators in the 600 field applies to the 

630 field as well. ' 

/ 

The subfield aodes defined thru the 4th edition are Mandatory as 
is the *k* or 'Form subheading' subfield defined in the 5th edition. 
All other subfields first defined in the 5th edition are to be Optional. 
650 or Topical Subject Field Mandatory 

The discussion about indicators in the 600 field applies to the 

650 field as well.. 

All subfields are Mandatory. 

Standard scientific nomenclature should be input in this field. 
The indicator should be set to *0* even if specific LC authority is 
lacking since tlie List of Subject Headings > . . does^ not. contain all 
such terms used in the catalogs of the Library of Congress. 

651 or Geographic N^me Subject Field ^ Mandator^ 

The discyssion about indicators in the 600 field ''s^^filies to the 
I 

651 field as well. 

r 

All subfields are Mandatory. The 'b* subfield is used for 'nam^s 
of neighborhoods or other non- governmental subdivisions of a geographic 
entity. One fex ample would be * Chicago). _Kenwooa* where Thicago* would 
go in the* *a* ^ubfield and 'Kenwqod* would be in the *b.* subfield. ^ 
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690 or Local Sgbject Field (Topical) Optional 
All iKjn-LC-like topical subject headings that an i'nputing library 

wish« to use must b« put in a (590 field. This field is not part of • 
the. Catalog Record pile and is not displayed on the temdnil screen. 

691 or L6cal Subject Field (Geogr^Mc) * - Optional ^ 
All nojj^^-like geographic sJ>ject he^adings that an inputing 

:i^brary wishes to use must be input in a 691 field. ^Tbis field is 
not part of the Catalog .Record File and is not displayed on the 
tenninal screen* . 

The Corainittee discussed the lise of tne second** indicator in the 
7xx fields since it is ,of ten difficult to ctecide whetter an added 
etttry is an alternative or a secondary entry;. It^ was* decided that 
this distinction value only for a^ book catalc^ and that Members 
may use the* indicator (Alternative entry) consistently for all 7xx 
fields unless the entry is definitely analytic vflten the indicator '2' 
would l?e used. Of course, Jtembers are free tc use the indicator 
if they so wish. , . r 

" 700 or Pei^onal Name Added Entry Field . Requirea available 

If a 700 field is used, all siibfields defined tiiru the 4th edition 
of B ooks: A MARC Fornat are Mandatory exc^t for the 'et or 'Relator' 
siijfield whic is Required if available. The 'o' or 'Noi^rinting' 
slibfield vrtiich was orignially defined for this field \s no longer 
defined for it and should therefore never be ii^ut. The additional 
subfields first defined ym the Sth" edition are Optional. - 
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710 or Corporkt^ Name Added Entiy Field Required if available 
All subfie^ds defined thru the 4th edition arje^Mandatoiy if a 710 

field is used. \The ^ceptions are the 'e' f>t 'Relator* subfield 
vtfiich is Requirei^ if available and tlw "*u' or 'Nor5)rinting* subfield 
which is to be Ofii^tted. The luJditional subfields first defined in the 
5th edition are Optional, 

711 or Conference 6r l^eting Name Added Entry Required if available 
^ 

All subfi^ds defined thra the 4th edition are Mandatory if a 711 
field is used. The i exceptions are the 'g' or 'Miscellaneous informa- 
tion* subfield which is Optional and the 'u* or 'Nor5)rinting' subfield 
which is no longer defined and behold tiierefore never be used. . The^ 
additional stfcfieldsrfirst defined in thfe 5th edition are Optitmal. 
730 or IMfom Title iNan ^ Added Entry * Required if available 

The subfield codek defined thru the 4th edition are'' Mandatory if 
a 730 f i^ld is used is the *k' or *Foxm subheading* subfield 
defined in the Sth edition. All other subfields first defined in the 

a. 

740 or Tttlg=iri>Diff^rent'Form Added Entry Required if availi?ble 
The questicm Broke as to v^t value the second indicator has in a 
740" field. The MARCI Developn^nt Office now believes that the indicator 
is redundant in a Iji") field and was established only to bring about 
unifomity among ail 7xx fields. OCLC Nfanbers are free to use either 
a '0* or a '2' as described on p. IS. 

8x x S^ies Added EntUes Fields Optional 

If an 8xx field is used, the iiKiicators and subfield codes defined 
thru the Ath edi|ion o£ Bcoks: A MARC Format are Mandatory. 



StI edition are Opth 
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The Committee suggested that as a labor-saving device all series 
notes should be put in the forni in vdiich the tracing is to be made 
and tagged 400, 410, 411, or 440, thus obviating the need for an 8xx 
field. The Conmittee is aware that thi«-^practice is contrary to 
PJSCR. Members vdio do not wish to follow tiiis practice are free to 
continue using the 490 and appropriate 8xx fields -if they so desire, 
910 or User '^ tion Field Optional 

This field prints .on the bottom line of the card to the left of 
the rodhole and contaias a maximum of twenty- two characters. The 
call number on a unit or ^zc* card prints in this area. 

Sane M«nbers have asked OCLC to print certain types of informa- ^ 
tion autonatically in this area on some, or all cards for all records. 
When this autanatic insertion is programmed, the library in question 
has no need to use a 910 field. Where the infonnation to be input 
varies frcxn record to record according to scxae pattern that cannot be 
programmed, the inputing library provides the information for a 
particular record in a 910 field. No indicators or subfield codes are 
required. 
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VARIABLE FIELD TAGS 



TAG NAME INDICATORS ' SUBFIELD CODES RECOMMENDATIONS 





Bibliographic Control Numbers 






015 


National Bibliography uunber 


+a 


Omit 


025. 


Overseas acquisitions nunber 


+a 


Omit 


041 ■ 


Languages First indicator: 

u ' muilI language 
1 - Translation 


*a Codes for 
languagcb or 
text or its 
translation 

*b Codes for 
languages of 
sunmaries 


Mandatory 
Mandatory 


043 


Geographic area code * 


*a 


Onat 


049 


Holdings 

Knowledge nunbers 


+a Holding 
library 


Mandatory 

ij 


050 


LC call nunber First indicator: 

0 - Book IS in LL 
% 1 - Book is not in LC . 


+a LC class 

number 
+b Book no. 


Required if available 
Required if available 


An 
Ubl 


LC copy statement 


ra 
*b 

♦c / 


umii. 
Omit 
Qnit 


060 


NLM call nunber 


• *a NIM class 
nun±>er 
+b Book no. 


Optional 
Optional 


070 


NAL call nunber 


+b 


5nit 
Omit 


082 


Dewey decimal classification nunber 


*a DDC no/ 


Required if available 


086 


Supt. of Docs.' 'classification number 


*a SuDocs no. 


Required if available 


090 


Local call number (LC) 


+a LC class no. 
*b Book number 


Optional 
Optional 


092 


Local call nunber (Dewey) 


#a Dewey class 

nunber 
#b,Book nunber 


Optional 
Optional 



r 



19 



TAG NAME 

Main Entry 

100 Personal name 
- Mandatory 



110 Corporate name 
- Mandatory 



111 Conference or 
^ meeting 

- Mandatory 



INDICATORS 



First indicator: 

0 - Forename 

1 - Single surname 

2 - Multiple surname 

3 - Name of family 
Second indicator: 

0 - m.e. is not subject 

1 ' m.e. is subject 



SURFIELI> CODES 



*a Name 

*b Numeration 

*c Titles 5 
other words 
associated 
with name 

*d Date 

*e Relator 

+k Form sub- 
heading 

*t Title (of 
work) 

*1 Language 

*f Date (of 
work) 

*p Part (of 
work) 



First indicator: 

0 - Surname (inverted) 

1 • Place or place 

pXus name 

2 - Name (direct order) 
Second indicator: 

0 - m.ei is not subj. 

1 - m.e. is subject 

it 
it 
a 
a 
a 

First indicator: 

0 - Surname (inverted) 

1 - Place or place 

plus name 

2 - Name (direct order) 
Second indicator: 

0 - m.e. is not subj. 

1 - m»e. is subject 



Name 

*b Each subor- 
dinate unit 

+e Relator . 

*k Foim sub- 
heading 

*t Title (of 
\:ork) 

*u Nonprinting 

*1 Language 

#p Part (of work) 

*f Date (of work) 

+g Miscellaneous 

#a Name 
*b Number 
+c Place 
+d Date 

+e Subordinate 
unit in name 

+g Miscellaneous 

+k Form sub- 
heading 

*t Title (of 
work) 

+f Publication 
jiate 

+1 Language 

4p Part (of work) 



RECOhWENDATIONS 



Mandatory 
Mandatory 
Mandatory 



Mandatory 

Required if available 
Mandatory 

Mandatory 

Optional 
Optional 

Optional 



Mandatory 
Mandatory 

Required if available 
Mandator)' 

Mandatory 

Omit 
Optional 
C^tional 
Optional % 
Optional 

Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandator)'' 

Optional 
Mandatory 

.Mandatory 

Optional 

Optional 
Optional^ 



* Subfield first defined in 5th edition of Books: A MARC Fomat. 1972. 
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TAG NAME 



I^©ICATORS 



SUBFIELD CODES 



RECCMIENDATIONS 



Main Entry 

130 Uniform title 
Heading 
- Mandatory 



First indicator: 
]6 - Blank 
Second indicator: 

0 - m.e. is not 

subject 

1 - m.e. is subject 



*a Uniform 

title heading 
n Title 

4p Part (of work) 
+f Date (of^work) 
±1 Language^ 
+k Form subheading 
+s Version/alt. 

to version 
+g Miscellaneous 
+h Media 

qualifier 



Mandatory 

Mandatory 

Optional 

Optional 

Optional 

Mandatory 

Optional 

e 

Optional 
C^tional 



240 



241 



245 



250 



Supplied Titles 

Uniform title 
- Required if 
available 



Rcsnanized title 

- Optional 

Title Paragraph 

Title 

- Mandatory 



Edition statonent 
- Mandatory 



First indicator: 

0 - Not printed on 

LC cards 

1 - Printed on LC 

cards 
Second indicator: 
0 to 9 nonfiling 
characters 
(Omit) 

Indicators same as 
for 240 field 



First indicator: 

0 - No title added 

entry 

1 - Title added entry 
Second indicator: 

0 to 9 nonfiling 

characters 

(Omit) 



*a Urfiform title 

* +f Date (of work)- 

* +k Form subheading 

* +p Part (of work) 

* ±s Version 



+a Romanized 
title 



+a Short title 

+b Subtitle 

*c Remainder of 
title page 
transcription 



+a Edition 
+b Additional 
information 



Mandatory 

Optional 

Mandatory 

Optional 

C^tional 



Optional 



Mandatory 
Mandatory 
Mandatory 



Mandatory 

Required if available 



260 Imprint 

- Mandatory 



First indicator: 

0 - PliDlisher is not 

main entry 

1 - Pub. is m.e. 



*a Place 
fb Publisher 
+c Date 



Mandatory 
Mandatory % 
Mandatory 



* Subfield first defined in 5th edition of Books: A MA RC Fomat, 1972. 
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TAG NAMIi 



INDICATORS 



SUBFIELD CODES 



RECOMENDATIONS 



Physical xDescription 

300 Collation 

- Mandatory 



350 Bibliographic price 

Series Sta^ment, 



400 



ia Pagination 
or volunes 

*b Illxistration 
statement 
Height 

+a 



Mandatory 

Required if available 
Required if available 
Omit 



If the work being cataloged is part of a series, a series 

note is mandatory. Such a series note is provided by use cf any 4xx field. If a 
tracing for a series added entry in exactly the same form as the series note is desired, 
a 400, 410, 411, or 440 field should be used. If a tracing for a series added entry 
is not desired, or if it, is to be in a fom different from that of the series note, a 
490 field must be used. 



Personal name- 
title (traced 
same) 
- Required if 
available 



410 Corporate name - 
title (traced 
same) 
- Required if 
available 



411 Conference or 
meeting title 
(traced same) 
- Required if 
available 



First indicator: 

0 - Forename 

1 - Single surname 

2 - Multiple sumaro 

3 Name of family 
Second indicator: 
0^- Author is not' 

malri entry 
1 " Author. is 
main entry 



First indicator: 

0 - Surname (inverted) 

1 - Place or place 

plus name 

2 - Name (direct order) 
Second indicator: 

0 - Author is not 

main entry 

1 - Author is main 

entry 



First indicator: 

0 - Surname (inverted) 

1 - Place or place 

plus name' 

2 - Name (direct order) 
Second indicator: 

TJ~- Author, is not 

main entry 
1 - Author is 

main entry 



+a Name 

#b Nuneration 

*c Titles S other 

w^rds associated 

with name 
*d Dates 
*e Relator 
*k Form subhead. 
*t Title (of work) 

* #1 Language 

* *f Date (of work) 

* 4p Part (of work) 
+v Volume or 

number 

*a Name 

*b Each subor- 
dinate unit 
+e Relator 
*k Form subhead. 
*t Title (of work) 

* +u Nonprinting 

* #1 Language 

* 4p Fart (of work) 

* *f Date (of work) 

* *g Miscellaneous 
*v Volune or jio. 



*a 
*b 
+c 
« *d 
♦e 

*g 
T^k 
+t 

* +f 

* *1 

* *p 

* Subfield first defined in 5th edition of Books 



Name 
Number 
I'lace 
Date 

Each subordinate 
unit in name 
Miscellaneous 
Form subhead, 
title (of work) 
pub. date 
tanguage 
Part (of work) 
A^ol. or no. 

A MARC Fomat . 



Mandatory 
Mandatory 
Mandatory 



Mandatory 

Required if available 
Mandatory 
Mandatory 
Optional 
Optional 
Optional 
Mandatory 

Mandatory 
Mandatory 

Required if available 
Mandatory ^ 
Mandatory^ 
Onit 
Optional 
Optional 
Optional 
C^tional 
Mandatory 

Mandatory 
Mandatoiy 
Mandatory 
Mandatory 
Mandatory 

Optional 

Mandatory 

Mandatory 

Optional 

C^tional 

C^tional 

Mandatory 

1972. 
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TAG NAME 



INDICATORS 



SUBFIELD CODES 



RECO^IENDATIONS 



440 



490 



500 
501 
' 502 

503 
504 



Series Statement (A 4xx field is Mandatory. May be 490 if tracing not used) 



Title (Traced 
same) 
- Required if 
available 



Series untraced 
or traced , 
differently 
- Mandatory if 

no other 4xx 

provided 

Bibliographic notes 
General note 
''Bound with" note^ 
Dissertation note 



Bibliographic history note 
Bibliography note 



First indicator: 

- Blank 
Second indicator: 
0 to 9 nonfiling 
characters 
(Omit) 

First indicator: 

0 - Series not 
traced 

1 - Series traced in 
a different form 



505 Contents note 



First indicator: 

0 - Contents 

(complete) 

1 - COTitents ' 

(incomplete) 

2 - Partial contents 



520 Abstract or annotation 



590 Local note 

Subject Added Entries 



6Q0 Personal name ^ 
- Mandatoiy 



First indicator: 
0,- Forename 

1 Single surname 

2 - Multiple surname 

3 - Name of family 
^Second indicator: ♦ 

0 - LC subject head. 

- Mandatory 

1 - Aiinotated card 

program subj . head. 
- Required if 
aval liable 



*a Title 
*v Volune or 
number 



#a Series 



4a General note 
*a 

4a Dissertation 
note 

*a 

4a Bibliography 
note 



Mandatory « 
Mandatory 



Mandatory 



Optional 
Qnit ' 

Optional \ 
omit 

Required if available 



4a Contents note Optional 



4a Abstract or 
annotation 

4a Local note 



^'4a Name 
4b Numeration ^ 
4c Titles § otlier 

words associated 

with name 
4d Date 
4e Relator 
4k Form subhead. 
4t Title (of work) 

* 41r Language 

* 4f Date (of work) 



Required if available 
Optional 



Mandatory 
Mandatory 
Mandatory 



Mandatory 

Required if available 

Mandatory 

Mandatory 

Optional 

Optional 



* Subfield first defined in 5th edition of Books: A MARC Fomat, 1972. 
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TAG NAME 



INDICATORS 



Subject Added Entries 



600 Personal name 
(continued) 



610 



Corporate name 
- Mandatory 



611 



Conference or 
meeting 
- Slpjidatory 



Second indicator: 



3^ 



4 « 



NLM subject head. 

- Requirecl if ^ 
available 

NAL subject head. 

- Omit 

Other subject heads, 

- Required^ if 
available 



First indicator: 

0*- Surnauie (inverted) 

1 - Place or place 

plus name 

2 - Name (direct order) 
Second indicator: 

0 - LC subject head. 

- Mandatory 

1 - AC program 

subject head. 

- Rjequired if 
available 

2-- NLM subject head. 
J ' - Required if 
available 

3 - NAL subject head. 

- Omit 

4 - Other subject heads. 

- Required if 
available 

First indicator: 

0 - Surname (inverted) 

1 - Plac^ or place 

plus name 

2 - Name (direct order) 
Second indicator: 

0 - LC subject head. 

- Mandatory 

1 - AC program 

subject head. 

- Required if 
availabJ 

2 - NLM siijject 

- Required if 
available 

3 - NAL subject he 

- omit 

4 - Other subject heads, 

- Required if 
available 




SUfiFIELD CODES 



*p Part (of work) 

+x General 
subdivision 

+y Period sub- ^ 
division 

#z Place sub- 
division 



=^a Name 

'*b Each subordi- 
nate unit 

*e Relator 

*k Foim subhead. 

*t Title (of work) 

+u Nor?)rinting 

+1 Language 

+p Part (of work) 

*f Date (of- work) 

#g Miscellaneous 
General 
subdivision 

+y Period 
subdivision 

*2 Place 

subdivision 



*a Name 
*b Nijnber . 

Place 
*d Date 

*e Each subordi- 
nate unit in 
name 

+g Miscellaneous 
+k Form subhead. 
+t. Title (of work) 

* *f Publication 

date 
^ *1 Language 

* *p Part (of work) 
tx General 

sii)division 
+y Period 

. subdivision 
*2 Place 

siAdivision 



RECCNMENDATIONS 

Optional 
Mandatoi^^ 

Mandatory 

Mandatory 



Mandatory 
Mandatory 

Required if available 

Mandatory 

Mandatory 

Qnit 

Optional 
C^tional 
C^tional 
C^tional 
Mandatory 

Mandatory 

Mandatory 



Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandatory 



Optional 
Mandatory 
Mandatory 
Optional 

Optional 
C^tional 
Mandatory 

Mandatory 

Mandatory 



.ERIC. 



Subfield first defined in 5th edition of Books ; A MARC Fomat. 
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TAG NAME 



INDICATORS 



SUBFIELD 'JODES 



RECaWENDATIONS 



Subject Added Entries 

630 Unifom title 
heading 
- Mandatory 



First indicator: 


*a Unifom title 


Mandatory 




- Blank 


heading 


Second indicator: 


*t Title 


Mandatory 


0 


- LC subject head. 


Tp rarr 


uptional 




- Manda^ry 


* #f Date (of work) 


Optional 


1 


-AC program 


* +1 Language 


C^tional 




subject head. 


* +k Form subhead. 


. Mandatory 




- Required if 


* +s Version/alt. 


Optional 




available 


to version 


I 


- MM subject head. 


* +g Miscellaneous 


Optional 




- Required if 


* 4h Media qualifier 


Optional 




available 
- NA& subject head. 


+x General 


Mandatory 


3 


subdivision 






- Qnit 


♦y Period 


Mandatory 


4 


- Other subject heads. 


sitodivision 




- Required if 


+z Place 


Mandatory 




available 


subdivision 



650 Topical subject 
Mandatory 



+a Topical subject 

or place 

element 
+b Elanent 

following 

place elonent 
+x General 

subdivision 
*y Period 

subdivision, 
*2 Place 

subdivision 



First indicator: 
^ ' Blank 
Second indicator: 

0 - LC subject head. 

- Mandatory 

1 - AC program 
si4)ject head. 

- Required if 
available 

2 - NLM subject head. 

- Required if 
available 

3 - NAL subject head. 
' Qnit 

4 - Other subject heads, 

- Required if 
available 

First indicator: 

Blank 
Second indicator: 
0 - LC subject head. 

- Mandatory 
; 1 - AC program 

subject head. 

- Inquired if 
available 

2. - NIM subject head.* 

- Required if 
available 

3 - NAL subject head. 

- Omit 

4 - Othejr subject heads. 

- Rfequired if 
available 

Subfield first defined in 5th edition of Books: A MARC Fomat. 1972. 



Mandatory 

Mandatory 

Mandatory 
Mandatory 
Mandatory 



651 Geographic name 
- Mandatory . 



+a*' Geographic 
'^name or place 

elem^t 
+b Geographic 

element 

following 

place element 
+x General 

subdivision 
4y Period 

subdivision 
+2 Place 

subdivision 



Mandatory 
Mandatory 

Mandatory 
Mandatory 
Mandatory 
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TAG NAME 



INDICATORS 



Subject Added Entri- ^s 

690 Local subject 

headings (Topical) 
- Optional 



691 Local subject 

headings (Geographic) 
- Optional 



SUBFIELD CODES 



*a Topical subject 

or place 

elanent 
*b Element 

following • 

place elment 
*x General 

subdivision 
*y Period 

subdivision 

+z Place; 

* , subdivrsion 

#a Geographic 

name or place 

element 
#b Geegraphic 

element^ 

following 

place element 
+x General 

subdivision 
+y Period 

subdivision 
#z Place 

subdivision 



R ECOMENDAT ION'S 

Mandatory 

Mandatory 

Mandatory 
Mandatory' 
Mandatory 

Mandatory 



Mandatory 
Mandatory 
Mandatory 



Other Added Entr ies 

700 Personal name 
- Required if 
available 



First indicator: 

0 * Forename 

1 - Single surname 

2 - Multiple surname 

3 - Name of family 
Second indicator: 

0 ' Alternative entry 

1 - Secondary entry 

2 - Analytical entry 



+a Name 

+b Numeration 

*c Titles 5 other. 

words associated 

with name 
+d Date 
*e Relator 
+k Form subhead. 
*t Title, (of work) 
+1 Language 
*f Publication 

date 

+p Part (of work) 



Mandatory 
Mandatory 
Mandatory 



Mandatory 

Required if available 

Mandatory 

Mandatory 

Optional 

Optional 



Optional 



* Subfield first defined in 5th edition of Books: A MARC Fomat. 1972, 
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TAG NAME 



INDICATORS 



710 



Other Added Entries 

Corporate name 
- Required if 
available 



711 



Conference or 
meeting 
' Required if 
available 



730 Uniform title! 
- Required if 
available 



740 Title traced 
differently 
- Required if 
available 



First indicator: ' 
p - Surname (inverted) 
/I - Place or place 
I plus name 
j2 ' Name (direct order) 
Second indicator: 

0 - Alternative entry 

1 - Secondary entry 
Z - Analytical entry 



First indicator: 

0 ' Surname (inverted) 

1 - Place or place' 

plus name 

2 - Name (direct order) 
Second indicator: 

0 - Alternative entry 

1 - Secondary entry 

2 - Analytical entry 



First indicator: 
1^ - Blank 
Second in dicato r: 

0 " Alternative entry 

1 - Secondary entry 

2 - Analytical entry 



First ii^icator: 
)rf - Blank 
Second indicator: 

0 - Alternative entry 

1 - Secondary entry 

2 - Analytical entry 



SUBFIELD CODES 



+a Name 

4=b Each subordi- 
nate unit 

4=e Relator 

Form subhead. 

*t Title (of 
work) 

* 4=u Nonprinting 

* #1 Language 

* +p Part (of work) 

* *f Date (of work) 

* 4=g Miscellaneous 



4= a Name 
4=b Number 
+c Place * 
*d Date 

+e Subordinate 

units 
*g Miscellaneous 
+k Form subhead. 
*t Title (of work) 
+f Date (of work) 
4=1 Language * 
+p Part (of %ork) 



*a Uniform title 
4=t Title 

+p Part (of work) 
±f Date (of work) 
4=1 Language 
+k Form subhead. 
4=s Version/alt, 

to version 
+g Miscellaneous 
4=h Media 

qualifier 

*a Title traced 
differently 



RECONfIR\T)ATIONS 



Mandatory 
Mandatory 

Required if available 

Mandatory 

Mandatory 

Omit 

Optional 
Optional 
Optional 
Optional 



Mandatory 
Mandatory 
Mandatory 
Mandatory 
Mandatory 

Optional 

Mandatory 

Mandatory 

Optional 

C^tional 

Optional 

Mandatory 

Mandatory 

Optional 

Optional 

C^tional 

Mandatory 

Optional 

Optional 
Optional 



Mandatoiy 



* Subfield first defined In 5th edition of Books: A MARC Format- 1972 
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TAG NAME INDICATORS 
Ser^s Added Entries 



800 Personal name- 
title 
- Optional ^ 



810 Corporate name- 
title 
- Optional , 



811 Conference or 
meeting 
- Optional 



First indicator: 

0 - Forename 

1 - Single surname 

2 - Multiple surname 

3 - Name of family 



First indicator: 
0 - Surname (inverted) 
Place or place 
plus name 

Name (direct order) 



1 



? - 



First indicator: 

0 - Surname (inverted) 

1 - Place or place 
plus name 

Name (diilect order) 



SUBFIELD CODES 



4= a Name 

*b Numeration 

*c Titles ^ 

other words 

associated 

with name 
*d Dates 
+e Relator 
4=k Form subhead. 
*t Title (of work) 
4=1 Language 
*f Date (of work; 
+p l^art (of work) 

Volume or 

number 

+a Name 

*b Each subordi- 
nate unit 

4=e Relator 

4=k Form subhead. 

*t Title (of work)^ 

*u Nonprinting 

4=1 Language 

#p Part (of work) 

if Date (of work) 

4^g Miscellaneous 

4=v Volumci or 
number 

4= a Name 
4=b Number 
4=c Place 
*d Date 

4=e Each subordi- 
nate unit 

4=g Miscellaneous 

4=k Fomt subhead. 

+t Title (of work) 

4=f Date (of work) 

4=1 Language 

+p Part (of work) 

±v Volum.e or 
number 



lU:caf^IENT)ATIONS 



Mandatory 
Mandatory 
Mandatory- 



Mandator)' 

Rwjuired If available 

Nfandatory 

Mandatory 

Optional 

Optional* 

Optional 

Mandatory 



Mandator}^ 
Mandatory 



Required if 
•Mandatory 
Mandatory 
Omit 
Optional 
Optional < 
C^tional 
C^tional 
Mandatory 



Mandatory 
Mandatory 
Mandatory 
Mandator)' 
Mandatory 

Optional 

Mandatory 

Mandatory 

Optional 

Optional 

Optional 

Mcindator)' 



aval lable 



* Subfield first defined in 5th edition of Books : A MARC Forma t . 1972 



V 



28 



TAG NAMfc 



INDICATOR^ 



SUBFIELD CODES 



RHCOWHvDATIONS 



Series Added Entries 



840 Title 

' Optional 



First indicator: 
1^ - Blank ^ ' 
Second iiidicatbr: 
0 to 9 nonfiling 
characters 
(Omit) 



*a Title 
+v Volume or 
number 



Mandatory ^ 
Mandatory ^ 



Lc^al Fields 



910 User option data 



4=a User option 
data 



tional^ 



■O' 



^ 

i 

! 

/ 

/ 

4. 
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INTRODUCTION 

The Technical Processing System in its entirety will 
consist of an acquisitions system including financial re- 
cords and a monitor to issue notices to staff when items 
are delayed in acquisitions, serials j cataloging, or phys- 
ical processing. The Center will not activate the monitor 
when TPS is- first implemented. 

The aim of the Technical Processing System is faster 
and more accurate processing of materials, reduction in 
personnel involved in technical processing, accumulation 
of data into one central record, and reduction of unnec- 
essary duplication of materials among Member libraries. 

DESCRIPTION OF THE SYSTEM 

TTTe system will initially encompass the following 
basic operations: 1) creation of the TPS record and pro- 
duction ot-purchase orders, 2) on-line update of records, 
3) automatic claiming of overdue orders , and U) production 
of accounting records. 

There will be three major types of processes: 1) uni- 
tary procurement , 2 ) ext^^rded procureiaent , and 3) gi Its . 
Unitary procurement ( 'u') constitutes the acquisition and 
processing of material as the result of an order fur a 
single specific item. Multiple copies of an item, (^v rrul- 
tiple volumes of a completed set may be construed dr, uni- 



tary procurement. Extended procurement ('e') compm'r.e:: r.ub- 
scriptions, standing orders, on approval orders, blanket oi:>- 
ders , exchanges, and memberships in publications-producing 
groups. Gifts constitute those accessions that are \]npre- 
dicted in their arrival and require no payment - 1r Thcv may bo 
either 'unit' gifts Cug') or 'extended' gifts Ce^^'l, such 
as gift subscriptions. In most pases 'exchange' materials 
will be treated as gifts since they require neither purchase 
order nor payment. 

Treatment of material received as the result of a mem- 
bership will be determined by the nature of the publication 
and internal library policy. For example: if the major pub* 
lication received through a membership is a serial, it could 
be treated as a regular subscription with the membership fee 
construed as the cost of the subscription; ancillary sub- 
scriptions or separate works, sent to members at no addi- 
tional cost, might be treated as gifts. A membership pro- 
viding primarily non-serial items might be hcndled as a 
standing order. 

Periodically, the^system will be purged of completed 
TPS records identified as unitary procurement Cu' or 'ug'). 
TPS records will be expunged from the on-line file only afte 
an ^rder has been cancele'd or when all of the following re- 
quisites have been met: 1) the material has been received, 
2) the invoice has been approved for payment, and 3) the re- 
cord has been updated to the status of a catalog record, or 
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retired to the archive file by the library, if the item is 
not to be cataloged. To retire a record to the archive file, 
call up the record and type 'archive' on the top line of the, 
screen, then UPDATE and SEND. 

Records purged from the on--line file will be retained 
on archive tape for a specified period of time. 

Records identified as extended procurement ('e' or 'eg') 
will remain in the system until the order is canceled and 
the record retired by the library. 

If the vendor cancels an order for any reason, type 
'cane' onto the TPS screen following the f^^-. number, then 
UPDATE and SEND. If the Library cancels an order and needs 
to have a cancellation notice sent to the vendor, type 'cane' 
after the number, then PRODUCE and SEND. In ^either rase 

^^r^ TUntvuter will respond by reversing the encumbrance for 
the item canceled and recording the date of cancellation. 
If desired, the reason for the cancellation may be noted 
in ' Rmks ' . 

The system will maintain a Vendor File designed to in- 
clude as many addresses for each vendor as required. Com- 
monly used vendors will be identified by^ mnemonic codes to 
limit typing and to reduce confu-sion between vendors with 
similar names. Print-out copies of the Vendor File will be 
distributed to Member libraries for reference. 

The system will also maintain a. file of mailing, riddr::^sspr4 
for branch or departmental libraries that receive direct mail- 
ing from vendors. 



The system will yield four varieties of products: 1) 
on-line CRT screen displays, 2) printed forms, 3) computer 
'print-outs, and machine readable reports 

The products and procedures described herein will be 
operational at the time the Technical Processing System is 
implemented. Other products, to be added following imple- 
mentation, have been enumerated on pages 56 to 59. • 

ON-LINE SCREEN DISPLAYS 

There will be a separate screen display for each 'in^ 

t)rocess' order. The screen display will provide a specific 

space or 'field' in which to enter each data element rela-- 

tive to the processing of the order, and the actual order 
will be created from the data entered therein. 

A TPS record will be retrievable by the library's order 

number, the OCLC control number, and by the author-title and 
title search iceys. The terms 'author' and 'title' have been 
used broadly to refer to the data entered 'in fields 1 and 2 
of the TPS screen (see p, 6), whether or not that data is ac- 
tually an author's name or the title of a work. For example, 
in the case of standing orders, on approval orders, and blan- 
ket orders, the operator will enter the vendor name or cDde 
in field 1 ('A^th'„,)^f the TPS screen, and the name of the 
order plan in field 2 CTitL'). Therefore, the search keys 
for a standing -, on approval or blanket order will be 
built on the data in fields 1 and 2 rather than on a specific 
author and title. 



X 

■n 

-5- 

The system will maintain indexes to access not only 
the records but also the particular data within each record 
that is needed for reports and listings. 

The Commitment Register Summaries will also be dxB-' 
played on the CRT screen and will be accessed by the acco.unt 
or fund number. The registers will be current according to 
the latest data transmitted to the computer. (See Figure 8, 
page 48.) 

Another screen display has been designed for inputing 
account and fund allocations. (See Figure 5, page 42,)' 
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3 


Edit 
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PRD 
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5 


Freq 
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6 


Ser 
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ISN 
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8 


Vols 


: E 
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Cops 
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10 
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11 


Term 
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12 


Rnwl 
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13 


^ Vndr 
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*c E 
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m 
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15 
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*b 
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16 


Fund : 


*b 
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17 


Dats : 


tb 


p 






18 


Rqtr: 


*h 


ic E 






19 


Dstn: 


*b 


E 


• 




20 


OrCl: 


E 








21 


Ihvc : 


*b 


1 i ' 


** 




22 


Cost: 


*b 


*c E 






23 


InCl: 


E 




\ 








*b 


E 






25 


Rmks : 


I.Rush 2. Replacement 3.0-f-stock 


4-0-f-print 5. Other F 
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Inst: 


E 










Those 


items supplied automatically from an 


existing record. 






Those 


items which, if changed, constitute 


a new record. 




4 


Data 


that 


is computer-produced . 
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Following is a field by field description of the Screen 
Display for Technica^l Processing: 

•*» 

Typ^: Type of acquisition* -The following codes will apply: 
u - unitary procurement 
e - extended procurement 
ug - unit- gift 

eg - extended' gift (subscript'ion) / 

\ 

Cat: Symbols for libraries having the cataloged title • 
IP: Symbols for libraries having the title in-process. 

1 Auth: Main entry, verified if passible, with the source 

of authority identified in subfield 'h'. For 
the parent recoz^d of a standing on approval 
or blanket order, enter the vendor name in this 
field. 

2 Titl: Title, verified if* possible, with the source of 

\^ Quithority identified in subfield 'h'. For state 
contracts, enter Class Item No. in subfield 'c'. 
On ^the parent record of a standing , on ap- 
proval or blanket order, enter the name of 
the order plan in this field. ^ 

3 Edit: Edition. Unless a specific edition is entered, the 

purchase order will indicate 'la^test edition'. 

4 PPD: Place; publisher; date of publication. 

5 Freq: Frequency of publication, for subscriptions and 

standing orders. 

6 Ser: Series 

7 ISN: International standard book or serial number. 



•8- 



> Cops 
10 Qrcf* 



11 Term: 



8-J/ols: 'Specific volume numbers (v. 3, v. 7, or v. 3-8) or the 
total volumes (8v.)'if the^order is for an entire 
set . 

Number of copies requested on one order. 
Order ni?mber. If a library uses^^oiily <#he range of 
sequential ordpr numbers, the comnutei' will 
ass|lgn the numbers automatically. 
Length of subscription. ^ Enter the expiration date 
of'the subscription in subjield 'a'.^/^his date 
will be used'.by the system to generate automatic 
renewals* Use . s'ubf ield 'b' to record, in the 
most appropriate' terms , the actual length of the 
subscription^ for example: 3 yrs . ; Sept . 1 ,19 72-- 
Aug. 30 , 1973 ; voL.lO; til forbid, etc. 
i Renewal. If automatic renewal iWot de Sired, type 

» 'no^ in this field. 'If no date is recorded in this 
field , renewal will be automatic until canceled 
and 'Renewal' will be printed on subsequent orders. 
Vendor; Enter the vendor *s name o*r code. Use sub- 



12 Enwl: 



13 Vndr: 



field 'b' for vendor account or cust(^mer number, 

and subfieid 'c' for vendor contract member or 

s.tate contract number. (The state eontraet number 

will be supplied automatically by^^the cbrr.puter,. 

\ 

for the Gtate institutions.) Wh^n an order, 
usually a Subscription > is placed th'^ough '^dealer , 
but is to be .claimed from the publisher or other 
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distributor, enter, in subjield 'x', the code 
name for the organization to whom the claim is to 
be sent. If that organization is not in the ^ 
vendor address file, enter the complete name and 
address. 

14 EsPr: Estimated or List price. Enter the unit price 

unless several volumes of a set are ordered on a 
' single order, in which case, enter the total* 



-9- 



T 
J 



I 
I 

I 



15 Acct 



price for all volumes ordered on one order. The 
amount encumbered will be the recorded price mul- 
tiplied by the number of copies requested' o^^ the 
same order. If a quotation is desired, enter 
'Please quote' in this field rather than a price. 
'Please quote' will be printed on the order in 
the space marked 'Estimated Price'. 
If an i :ejn is charged against a single account^ only 
the account number need be entered. However, if 
the price is divided between two or moi^ accounts, 
enter each account number in an .'a'' subfield (the 
first 'a' subfield code is implicit) f6'llowed /}^y 
a 'b' subfield 'containing the amount charged^to 
the respective account* (e.g,, Acct: 574362 
* $100,00 *a SGTSK"^ tb $il5.50) When the invoice 
is received, if the actual cost is ^different from 
the estimated price, chaage the amount recorded 
in the 'b' subfields accordingly. 

16 Fund:'' Same as above except for fund. 

17 Dats: When a record is created^ the computer^ v/ill supply 

the date automatically. When the material is ^ 

received, type 'r' in the 'b' subfield and the 

computer will again supply the date. In the^ 

case of partial receipt, input the volume iden-- 
1 

tification following the 'f'. 



i 
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18 Rqtr: Tfie name of the individual who r^.quested thV^Tte^. 

i 

If mor^ than one Dersqn is responsible for orig- 
inatirg a reauest and each is to be notified when 
the material becomes available, enter the eiddi- - 
tional name(s) in subfield More than one i.) 

subfield may be \i::;ed if required. Subfield 'c' 
will be reserved for the name of the^^donor of a F,itt 

19 D3nt : Destination. In subfield 'a* , input the symbol for 

the branch or departmental librar^^ where the mate^ 
rial is to be hous^d^ (the * circulating; librarvM. 
If the material is to be shipped from the vendor 
directly to a branch lucat ion ( thc" 'pro<-essinp \ 
library'), enter the symbol for the receiving 
library in subfield 'b'. The symbols now ue>ed for 
the 'hoJding library* will apply. In either sub- 
field, the absence of data will indicate a default 
to the main library% 

20^0rCl:^ Order claimed. When a claim notice is oroauced, the 
system v/ill enter the date of the claim automat i- 
cal-ly. If more than one claim is sent, the date j\ 
each will be displayed. 

21 Invc: When t^ie invoice is received, input the inv<^ice number 
and the computer will record the date it is entored 
into the system. If the vendor does not supdJv an 
invoic number, substitute the date t^^t anoe-^r' ^:\\ 
the invoice for the invoice number . I f the invoice 
is held for any reason, enter that infqrmdticjn In 
subfield 'b' . 



\ 

I 

I 
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22 Cost: The actual cost of an item. When postage, hcndling, 

and insurance are funded separately, enter the / 
amount(s) in subfield 'b'. Use subfield 'c' 
for other data related to the cost, including 
credit information. 



ERIC 
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23 TnCl' Invoice claimed. If an invoice has not been received 
within a specified period following receipt of 
the material, the computer will generate a claim 
notice, and the date of the claim will be displays 
Invoices for 'til forbid ' subscriptions will be 
^ claimed if not received within thirteen months 

after the previous invoice date. 
2H InOK.: When an invoice is approved for payment, "type 'aV 

in this field and the system will record the date 
and the initials of the operator. Record partial 
payment in sxibfield 'b'. 
25 Rmks: Remarks. To indicate the application of winy of the 

^remarks displayed in this field, roplacp the num- 
ber preceding the remark with an 'x' , if the in- - 
formation is for internal use only/ or with^a 'p', 
if t'he remark is to be printed, on the oV^'der. If 
additional remarKS are entered after ' S. Other '> 
preface each separate remark with the appropriate" 



'x' or 'p' 



26 Inst: Instructions to vendor. This f ' .Id will be used to 
supply *fill-in' data for some of ^tbe instruc- 
tions printed on the order form. Key in the 
number' of the instruction followed by the fill- 
in data. " 



I 

I 
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UNITARY PROCUREMENT . 

'When d request is received by a librar^y acquisitions 
department, first , search via the terminal and elccvjhe^e to 
determine whether or not the title is, alreadv in the library 
or currently on order. Until a library has completed t^etro- 

V 

spective conveifsion of its holdings to the system, it will 
be necessary to search the card catalog as well as the data 
base. A search of the outstanding order file may also be 
required until all orders placed through the manual ^^vsteni 
have b>en filled. If the title is already in ^e local 
library, and it is not desirable to purchase a dupliccr^, 
notify the requester '^*o that effect. 

After the decision Kas been made to purchase an item, 
' and the Fund and Vendor have been assigned, the CRT operator, 

logged into the, TPS mode, will type the author-title or title 
search key. If the work is in the'^jsyutem^ either* as, a Catalog 
record or as a TPS record, the usable data will be displayed 
' on a TPS wurkform. (See page 6) 'Usable' data inciudes any 

or all of the following elements: aut/iur, title, edition, 
placer publisher, date of publication, frequency of issue, 
series, standard book or serial number, numbe vaiumes of 

^ ^ ' 'a set, and the list price. 

Examine the data displayed and edit it where necessary , 
^ agree in detail with the work desired. Make changes by 
inserting additional inform.ation , or by deleting or typing 
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over existing information • After changing a field, depress 
ADVANCE LINE and SEND to communicate the change to the computer. 

When the existing data is satisfactory, proceed to enter 
the data in the other fields required to complete the order, 
and SEND each field. When the order is complete and all fields 
have been |ent, depress PRODUCE and SEND, 

If. no record is displayed in response to either the title 
or author-title search key, I'equest a workform by keying in 
*twf\ and proceed to enter and SEND all pertinent data, field 
l^y field, until the order is complete, then depress PRODUCE 
and SEND. In response to the- PRODUCE command, a multiple copy 
order will be produced, two "^opies of which will be sent to 
the specified vendor and the remaining copies to tiie library. 
The system will provide a technique py which a libi^ary. can 
override the sending of copies of an order to the venoor-^^d, 
instead, route all copies of that ordt^t*' to... the library, as "^n^ 
will be> necessary when payment mus»t accompany the order. 

Tf there is no record in the data base for an item being 
ordered, enter thec?.source (s ) used to verify the author and 
title in subfield *h' of the respective fields. 

When pre-payment is required or when an order is charged 
against a deposit account, enter the amoijut in field 22 ('Cost')^^ 
rather than in field lU ('Pric'). 

Figure 2, bp "inning on the followin^^. p?age , illtiGtrates ^ 
in flowchart form, the procedures for unitary procurement. 

^ For details on the operation of the CRT terminal ^ rofer to: 
Cataloging on a Cathode Pay Tubi^ Terminal , Ohio 'College Li- 
brary Center, June 19-71, pp. 11-23. ' ^ 
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When last item oa invoice is checked-in, the sy^^tom' 
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FIGURE 2 Flowchart for Uriitarv Trocurentnt Conf 'i 
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EXTENDED PROCUREMENT 

Since the terms identifving the v^riour. ^^^^es 
tended procurement are of ten u^etf intercharu^.-.^.M 
tions of the terms aTs applied in this dociiMi.ut -if. , 
below : 

Subscription: an order for a continuing puMi '.Mi 
that is issued more or lebs rerul-irlv. u->'ial 
more than once'a year. Bin^ni-:^ ir> uruall^' ^ 
the entire term of the subscript icn an-i. ' ul :^ 
in advance of fulfillment.- 

Continuation: an order fdr ci^cer^ior. or m ; 'jv, n 
issued irregularly or inf requ^^nt Iv , tho in-'' 
parts of which are supplied an 1 b^Mlor^ tm 
lished. 

Standing order: an order for all, or part, of 1 

coming publications of a publisher of -u^-c j. 
materials, oUCh as an association, a 
museum, etc . 
On approval plan: an order for materials to hv 

by a vendor according to thp svor'if\cpJ]oi'' 
delimitations of . the library. Thesp ral<-i 
subject to review and i twrn by the ]iira>-^_ 
Blanket order: an order for special material^, t 
s-'lected according, to quail f i oat i or-; - 'lin 
the libraryt^by a vendor act Liir a^ th. ^ibo 
agent. Retui'ns are usually not accept^^ld o . 
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A TPS record, deS'ignated as extended procurement (•'e/), 
will remain in the on-line system for renewing and accounting 
transactions as long as the order remains in effect. ' 

Figura 3, beginning on page 28, illustrates ^in flowchart 
form the extended procurement procedures for' standing orders, 
on approval orders, and blanket e^orders . . ' • 

. Subscriptions ' / . * • 

The procedure for ordering a 'n'ew* subscHption will be 
virtually the same as described for unitary procurement. CeV-^ 
tain data, not applicablje to unitary, procurement will be needed 
for a subscriptdon order, namedy: frequency of issue, length 
or term pf subscription, and renewal' information * Depending 
upon the policy of the library (and the vendor), a Ipenewal may 
be issued automatically by the system prior to the expiration ^ 
date#, or the vendor may renew automatically until he receives 
a notice t^ cancel. When renewal is automatic, the co^iputer , 
Vi 11 encumber the amount paid for the previous year's subscription. 
When the system generates an order for renewal the standard 

-TnuItipTe^copy order form will be used, with * Renewal' printed 
after the descriptive data. 

After receipt of the first issue has been ack^^owladpied 
through TPS,' to satisfy the system that no claim is required 
on the order, subsequent issues will be checked-in and claimed 
througn the Serials Control System. . ^ 

Continuations * • 

Again, the order procedure described for unitary procure- 
ment will apply for a ' new' ' continuation order with the fol- 



lowing exception. If the^ order is for a monographic" series , 
•the series (main entry and title or title only) will be entered , 
in" fields 1 and 2 as aut^Mor ?nd title rather than in _fi Id 6 
as series. ' 

the individual parts, received on 'a continuation order, 
bear-some kind of sequencing identification, each item may be 
checked- in and/or^ aime<3^rough' the Serials Control Svstem ' 
as a 'serial'. However, if the, separate volumes are'not iden- . 
tif iable by k sequential arrangemeht , a record must. be established 
for each item received., as described below for materials received 
through standin'g, on approval, and blanket orders. 

c 

standing Orders, On Approval Orders 6 Blanket Orders 

When entering standing ^ -on approval, and blanket orders, 
no preliminary search of the^data base is necessary. Request 
a workform CtwfO, indicate the type- of acquisition, input the 
vendor code and the name of the order plan in fields 1 and 2 
respectively, and fill in the other appropriate fields begin- 
ning with field 10 on the TPS screen. SEND each field, then 
depress UPDATE and SEND to add the record to the T?S file. 

When materials are received through any of these plans, 
or through a continuation order, search each title via the CRT 
and other files to ascertain 1)* if the title is already in the 
library, 2) if the title ii *n-process, or 3) if the title is 
in the system. Duplicates received as ^rt of an on approval 
shipment may be set aside for a decision to keep or return. 



If the tiile is in the system, the data will be displayed 
on the TPS screen. If necessary, edit the data to agree with 
the "item received and enter the additional data rej^uired. If 
the title is not in the data base, create a new, record, enter-- 
ing all pertinent data, * The record for the individual i^m 
must include the order number of the parent order; SEJitB each . 
"field that is altered or added,* then depress UPDATTand SEND 

t 

to acid the record to the TPS file without producing an order. • 
If the library wants to receive, copies of the order depress 
PRODUCE (instead of. UPDATE) and SEND and override the mailing 

to the vendor.* 

The parent ordex^ record will be retrievable by a standard 
3,3 key created from the data in. fields T and 2 (vendor and 
name of the order plan), and by order number. 

When the invoice is received, local library practice will 
determine the treatment of tlie data. If a record of total ex- 
penditures for various open-ended orders is sufficient fcr the 
/library *s needs, enter the invoice number and the total amount 

f . . w / 

of the invoice on the parent order recdrd* If, however, a re- 
! cord of titles received through each open-ended order is required 
enter the invoice number and the cost of each item on the record 
for the respective item. 

Library practice will dlso determine whether the cost of 
items, included on the invoice but not received or npt kept, 
is deducted from the total amount specified on the invoice, 
thereby permitting immediate approval of the invoice, or whether 
the invoice is held until a credit is received from the vendor. 
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GIFTS ; • ' 

* 

The- same procedures described under unitary^ procure- 
ment and under subscriptions anU 'continuations will apply 
for gifls, depending upon the nature of the gift. Unless 
the library needs copies^ of an order form for gift acquir> 
tions, use UPDATE and SEND instead of PRODUCE and SEND to 
add the n?ec6rd to 'the TPS file. ^ 



\ 




\ 



V' 



I 
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TREATMENT OT INVOICES 

When an invoice ^companies^ a shipment, check the iterns 
received against the invoice. Tf all items on the invoice 
are present, as receij)t of. eacj\ it^m is recorded on its TPS 
record', also enter the cout '( in field 14'), the invoice num- 
•ber (in field 21), and 'a'^, denoting invoice^approval , (in 

ft 

field 24). Mark the invoice 'Approved' and forward it to 
the. proper office for payment ,^ then send the materials for 
physical processing. - t ^ 

When an invoice covers"" items that have not yet been re- 
ceived, enter the cost and the invoice nurfnb^r on the records 
of the items received, then create a separate invoice record. 
To create an invoice record, request an invoice wor]<ffojr^ 
('iwf') and enter the vendor code, the invoice number, and 
the order number, item identif icatic^n and cost for each item 
outstanding. Hold the invoice until all of the items have 
been received or cridi-^d* As the remaining items are received 
and checked.-in, the system will tally them against the invoice 
record, and when the last item-is checked-in, will respond 
with a message 'Invoiqe complete'* Get the invoice from the 
'hold' file, call up the invoice record by vendor code and in- 
voice number, and entei? 'a' at -the top of the sci?een. The 
system will respond by (entering the date, and the initials of ; 
the operator after 'Payment Approved'. Mark the in^oi^^e 
'Apprbved' and forward it to the proper office for payment. 



r 

The f)rocedure for handling invoices is illustrated 
in flowchart form in Figure 2, beginning at (j) P^^ge 20 

The screen display for .the Invoice Reco+d is sliown 
below, in Figure 4 . 



r 
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f 

PAYMENT APPROVED: 



\ 



ORDER MO.'" ITEM DESCRIPTION COST 



0 



FIGURE 4 -Screen Display for Invoic-^c Rccoruj 
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ALLOCATIONS 



r 



To enter a new allocation, request an allocation work- 
form' (*awf' ) and type ip the period covered by the^alloca- 
tion, the acco\)nt number, the fund designation, and the 
amount allocated^ SEND each field, 'then depress \JF'DATK and 
SEND. \^ \ 



To increase oy decrease an alloc 



cation already enw^red, 
ing in the^fund c^sig- 



call up the allocation record by key 

nation p^us 'al' (if an account is not §jL*tr3ivided* by funds, 
use the account number plus J^^l-^-^^ and enter the' amount of 
increase^ or decrease in the appropriate field of the screen 
display. \eND the added field, th^ depress UPDATE and ' SEND. 

The screen display for the Commitment Register Summary 
will show only the revised, or current , allocation. The 
original allocation, the amount of increase or decrease, and 
the current allocation will appear on the print-outs for the 
Commitment Register and the Commitment Register Summary. ' 

The screen display' used to input allocations is shown 
in Figure s, on" the following page.^ 
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ALLOCATIONS 

\ 

\ 

Period covered: |^ 1 
Account number: p> 2 
^Fund designation: >^ 
Orig. allocation: > 4 

i 

Increase : t> 5 
Decrease : |> 6 
Curr. allocation: |>' 7 
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FIGURE 5 Screen Display for Imputing Allocations , 
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DEPOSIT ACCOUNTS 

To provide detailed transactions against a deposit 
account, each such account must be identified to the system 
by a^mique designation. If the deposit is, in fact, part 
of a larger fund or' account, use the designation applied 
to the entire fund and affix a 'd' to identify the deposit 
portion. 

• Enter the amount to be deposited as an allocation for 
the deposit accpunt , then request a TPS workform and create 
an order to accompany the deposit by input ing the vendor 
code in field 1, 'deposit account' in field 2, the amount 
to be deposited in field 22, and any other pertinent data, 
in the appropriate fields. Overr-ide mailing to the vendor, 
SEND each field ,^hen PRODUCE and SEND. All copies of the 
order ,j|7iir be sent to' the library. 

On the Commitment Register Summary, the amount depos- 
Ited will show as an expenpiture. However, the Commitment 
Register will show the cost of each item purchased through 
the deposit account under ' Amt .i;pc\imbered ' , and the unused 
^balance remaining on deposit undfer 'Free Bal^^ce'. -Refer 
to the illustratioD of the -.Commitment Register* on page tjs. 



FINANCIAL REPORTS 



The following reports will be computer-produced fen a 
regular basis for each library. 

1. Conurdtment Register 

2. Commitment Register Summary 




3. Report of Funds Within 80% of Commitment 
n addition to the printed reports cited above there 
will be .a screen display of the Commitment Register Summ^^y 
for each account and fund. 

A Foreign Conversion Table will automatically con ert 
foreign monies to U.S* dollars. Periodically the ^abl^j will 
be.updated to bring it intcFaccdrd with current exchange 
rates . 

According to its option, a library will receive any or 
all of the listed reports, that are briefly described beJLow. 

The Commitment Register will list detailed transactions 
tallied against each account and/or fund during the period 
covered by the' report. The register for edch fund^im^-^^ 
divided into two sect ion s_^^^eaoh "ai^^ged by date of trans- 
-aetxTJnT. fhe^ first part will list the order numbers with the 
vendor and tlie amqjint encumbered. If the order is pre-p^id, 
the/amount will be recorded as an expenditure rather than 
an encuiii)rance. The second portion, of the register wirll be 
the equivalent of -an invoice transaction journal. Within 
each date, the transactions against the fund will be arranged 
by vendor and invoice number and -will show the order ciumberCB ) 



and the amount approved for payment. The .beginning balances 

for thte fiind or account will be printed ap the first item 

ft 

the register., and the ending l)alances as th^e la^t. In addition, 
arty increase an3/or decrease in th^ allocatipn, ina<3e during the 
period of the report, will be shown just abbve the ending bal- 
ances. Figure 6, paefe "46 ^ illustrates the Commitment Register. 

'xhe Conunitmeiv^egister Sunuaary vfill report the summarized 
transactions against an account^ or fund , from the beginnifig of \ 
■the fiscal year through the daUg shown. on the-_ register. For an 
example of the print-out see FigAire '7 on -page 47. ,A Commitment' 
Register Summary, ourfent to the 'beginning of ""the previous day, _ 
will be available through the CRT.. To allow time foj- error 
checking by the.libraries^ each day'.s transaction figures- will •* 
remain in # temporary file for 2H bours,befdre b.eing transferred, 
to the master file. During the int«rim,, the jcumulative expendi-: 
tures and encumbrances-_jEor-trh^>revibus and current days will be 
diiplay^d''separately on the Commitment Register Summary screen. 
To access this data, key in the account or fund designation, then 
DISPLAY REC'D and SEND. See Figure 8 oj> page - ' » 

^ The Rgport of Funds W.ith'in 80% of Commitment .will list each 
-fund that ib more t«an 80% committfed, with the amount allocated' 
attd .the free balance to date, See'Figure 9 , page 49, for an 
illustration of .the print-out. ^ . ^ ^ 

In addition to the printed report, the system will display 
a warning on the screen when an operator ^keys in a fund Sesxgnar 
tion for an order that will overcoramit that fund. If a library 
so desires, the system will reject any order assigned to a fund 
that is fully committed^- ^ ' • . ' 



-46- 



I. 




I: 



I 
I 
I 
I 
I 



1 O 



I' 



3<» 1^ I I 
«•!! 



I H 
t m 

re 



<5i ^ • iv 



C ft, U 

> • I ih o 



s 



* * 



i 'i 



O O n»/ith ^CMft 



.i 4 



I2S 



u> 0 oi t«> m o' 



«s< CO o ^ IN 10 mfl* 



0» miD t-t <^ 



N r<i r« « le ^> f^<y» o o p<* vj 

OOPOOOOOOQOOOO 



3 O O O O O 



33 



iS33 



» o» t*9 A 

OO O O OiOO O 




S 1 



8t 



1^ 



0) 
0) 
bO 



r 



4- 



E 

li 



[ 





1 




1 1 


1 




IK o 




m o cr» 


t «c 


Jf* 


o 


• ^ 


«ff O Jt 


1 « 
1 • 


40 




1 • 
1 o 




1 1^ 


r* 






fn • r* 


• *^ 


iH 


C< H 


1 <^ 


fN W W7 


1 r». 

















40 0 0 






O O O 


1 o 


• 








O O 








1 <» 




lA 


1 »rt 






1 • 






1 CM 
1 




r4M fcCM 



3 S 



0) 

bO 
PC, 



0) 



a 



-48- 



COMMITMENT REGISTER SUMMARY , ' 

* ^ • 

'ACCOUNT: 0-1000123H5-987- = 

FUND: ' - ' 

SUMMARY pF TRANSACTIONS FOR MAY 1, 1972 



EXPENDED; 



.$ 2,469.77. 



/ 



ENCUMBE^^E^: ■$ 5i+0.56|' 
SUMMARY OF TRANSACTIONS THROUGB APRIL ^^ ^ mi2:. 



CURRENT AMOUNT • CASH" ■ AMOUNT . TKE-E; 

ALLOCATION EXPENDED BALAl^E ENCUMBERED^: BALANCJE 




COMMITMENT REGISTER SUMMARY ■ 



1 

?_ t 



ACCOUNT: 0-100012345-987 
tUND: p . 01-02059- CHEMISTRY 
SUMMARY OF TRANSACTIONS FOR MAY 1, 19.724_ 
EXPENDED: ' ■ $ ^ , 74..56 ' 

9 

' ENCUMBERiypi: 12. 9P 

SUMMARY OF TRANSACTIONS THROySH APRIL 30 , 1972 



- « • 



CURRENT * • AMOUNT CASH 
ALLOCATION EXPENDED- BALANCE 



AMOUNT - FREE 

ENCUMBERED BALAI^CE 




FIGURE Screen Displays for Comihitment Register Summary 
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ORDER FcJkM ^ 

A quadruple-copy printed order form, similar to the 
example in Figure IP , will.be produced automatically by '^ 
the compute-r. The 3"< x 10" form, with the order portion 
on the left and the instructions to the vendor on the 
right, will be perforated in the middle so that it can be 
folded or torn to a 3" x 5" size. 

In addition to the pre-printed instructions shown in 
the example on the following page, a library may select six 
instructions from the list below, to be print^ on its_ orders. 

1. Exempt from Ohio sale's tax, [For private institutions] 

or 

ExeTnpt from Ohio salas tax (Rev. code of Ohio ' 

'Sec. 5739.02) and from all federal taxes. [For state 
institutions] /_ . 

2. Report, do not ship until approved, if item 

is part of series unless SERIES is-- indicated . 

3. Report, do not ship untiJ. approved, if price 

exceeds estimat^ by^ more than . 

U.-Send hard copy if available. 

5. Any item not supplied or reported within ^ 

days will be considered canceled. 

6. Any, item supplied' after cancellation is 

subject to return. 

7. Ship by cheapest means practical unless 

otherwise indicated. 

If library uses instructions 3 and/or 5 above, the 
operator will enter the applicable data following the in- 
stracHon number in field 26 of the TPS screen. The library 
may specify data to be used for default if nothing in input. 



i CLAIM NOTICE \ 

Claim notices will be produced automatically by the 
computer according to pre-determined claim cycles. OCLC 
will establish a claim cycle for each vendor, dependijig in 
part upon the geographic location of the vendor. Each Mem- 
ber library will decide on the number of claims to be sent 
for that library. It will also 'be possible to initiate 
claims manually, as well as to suppress the automatic claim 
■Sanction. To generate a claim manually, type 'cl' in field 
20 of the TPS screen, then PRODUCE and SEND. The computer 
v^ia epter the date in fi^id 20 and produce a aJaim notice* 
To suppress- an automatic claim, typ^e ^nc*" in field 20, then 
UPDATE and SEND. 

Claims will be sent for items ordered but not received 
within' a specified period of time, and also for overdue in- 
voices for items already received. Illustrations of the 
clWm notice and of the vendor reply form to be printed on 
tlie back of the claim notice are shown in Figures 11 and 12 
on the following pages. 



[Library name S address] 



CLAIM NOTICE 



Date 



The Code Nufnbers, preceding the 
Item Descriptions, refer to the 
numbered explanations below. 



CODE 
NUMBER 



ITEM DESCRIPTION 



LIBRARY . 
ORDER NO. 



DATE OF 
ORDER 



EXPLANATION. CODE: " - . 

!• We have not yet, received this item. 

2* We hav6 not received any issues on this subscription, 

3, This issue is the latest we have received on our current 
' subscription. 

% , We have not received an invoice for this material. 



FIGUPE 11 Qlaim Notice 



I 



'REPLY FOI^M 



j I Requested publication has been sent from 



Date shipped 

□ 'Title changed to "> 




Date shipped ^ 

II Ceased publication with . ^ . T3rder cant;eled. * 

I I Not our publication. Order Canceled. 

I I Must be ordered direct from publisher. Order canceled. 
I I Out-of-print, order canceled; will quote if found. 
I I Sold, order canceled, will quote if found. 
i I Out-of-st-ock. Q Order canceled, or 

I I Shipment expected by 

[ ~] Not yet publ. Q Order canceled, or 

I I Shipment expected-by 
,jpn Series^ (please specify) • . 



[~] 'Other .(pleage specify) 



Name 
Date 



JI6URE 12 Reply Form on Verso of .Claim Notice 
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MACHIN^ READABLE REPORTS 

When an invotee is approved for payment via the termi- 
nal, the computer will produce machine readable reports for 
those institutions with automated accounting systems. The 
machine readable reports will be in the form of 80 coluirfn 
punched cards, or 9 track, 800 BPI , magnetic tape. The 
reports will be sent directly from OCLC to the appropriate 
department of the institution. 




( 



SUBSEQUENT PRODUCTS 

The f (flowing products will not be available at the tinie 
the Technical Processing System is implemented but will be 
added as soon as possible following implementation. The first 
group listed will be issued regularly to those libraries that 
request them. The second group will be produced upon demand. 

I ^ ' ^ 

Group I: * 

Requester Notices will be sent regularly « to the libraries 
that desire them, for distribution' to the requesters. Each 
title, for which the requester has asked to be notified, will 
be listed on the notice, along with its. processing status. 

Delayed Processing Reports will be addressed to the 
supervisors of the various departments^ to which they apply. 
A maximum time period will be established for a title to re- 
main in a given processing area before the computer produces 
a report that completion of the processing for that particu- 
lar item is overdue. i 

List "of Books Ready for Requesters will be issued to 
the circulation departments periodically. The requester? 
listed will be those who asked fjpr a particular title after 
another person has already requested it. The first reques- 
ter's name will be with the item when it goes to the circu- 
lation department. Circulation will u^e the list of names 
as a reserve list for subsequent lending the materials. 



[ 
t 
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Number of Titles in Process will be a line grapj^fbtt" ' 
single sheet of computer paper. Points on the line will 

r;epresent each week from a given base pbint. Lines will 

\=- 

represent the number of requests in pre-order searching, 
the number of titles in each of several pre-cataloging "check 
points, the number of titles in cataloging, and the number 
of titles at the bindery. From this chart it .will be posf 
sible to tell at a glance whether or not there is an in- 
■ creasing accumulation of materials in any one processing ■ 
area. 

Activity Statistics will also be presented on a line 
graph, containing the number of requests received in a week, 
the number of orders issued, the number of items received-, 
the n'imber of titles searched, and the number of titles 
cataloged. As with: the previous . graph , it will be possible 
to note instantly any significant change in trends of activ- 
ity in various processing areas. 

Average Cost Per Title for all books processed ^in the 
system within a pre-determined period of time will be cal- 
culated by the computer periodically. - 



t 

i 



I 
I 



Group II ; 

' Donor and jj-ft Lists will enumerate the gifts rec 
within a given time period, arra^nged under the name of the 
donor . 





Rate of Work Flow will give the averag^^eriod of time 
te;H^ remain in each proc^sing lopatiQif* 

^ \ List of Titles by Fund will enumerate r* under , the names 
of thV funds; the tifles acquired from each fund withm a, 
specif ietf ime 

NuiAber of 'T4tles Gatiloged by Subject Classification 
'will provide the nuAfeer of titles cataloged in each class 
area within a given period. i, 

Subject- Vendor File will be a compilation'; by subject 
classification of th-e vendors who have supplied titles witKr 
in each subject and the number of titles each vendor sup- 
plied . * 

List of -Titles Receded by Standing^ On Approval, and 
Blanket Order Purchase * This rep^t will itemize the titles 
acquired on each of the specified plans. 

On Approval Returns --trill"yield -a count and listing of 
titles returned under each on approval order. If there are 
returns on standing ordirs and blanket orders these will bii 
included also* . ' 

' Namber of titles acquired by Language^ and by Country. 

Amount Expended by Order Type and Time of Year . This 
report will give the amount of money spent after a given ^ 

f 

/ 



date as the r»esult of various types, of orders . (unitary pro- 
ciirement, subscriptions 5 standing orders, etc.) 

Qut-of-Print Want Lists will designate the unsatisfied 
quotation ueqliests in the file. 

■ • Request-lor-Quotation Follow-up . After a pre-deter- 
mined time for each vendor', the computer will report to 
the library that ao quot^ti^n has been received for specified 
out-of-print • items f • /' i 



« 



Time Rela-ftonship of Invoice and S6ok Receipt . T^e 

computer will calculate the' time .'elips^d -beiiween the::receipt 

' of an item and its correspohd-ing inv^ce .f;rora a given 'vendoir. 

■■7 - ' ' . 

Titles Receiv^ by Vendor will be a li&ting (^ the num- ' 

/ber of titles received' from each vendor 'after » given date. 

- . ' i . 

o Amount -of ^Furids Expended by Vendor . , • 

Average Time for Individual Vendors to Supply Materials * 



FILMED FROM BEST AVAILABLE COPY 



board' OF TRUSTEES 



Term expires 197 2 

Lewis C. feranscomb, Ohio State University- 
Joseph P. Denham, Hiram College ^ ^ " > 
Charles 0. McDon^ild, University of Cincinnati 

Term expires 1973 
, John H'. Becker, Otterbein College 
Hyman Kritzer, Kent State University 
Betty Wasson, Western College 

Term expires 197H . 

Robert F. Cayton, .Marietta College, 

Philip R. Shriver, Miami University 

James V* Jones, Case Western Reserve University 



memWs 



Antioch College 
sAshland College 
yk:^enaeum of Ohio 

Blbffton College » 
'Bowling Green State University 
^Capital University 

Case Western Reserve University 

Cedarville College — 

Central State ^Jni-versity^ » 

Cleveland State University " ' ' ' 

College of St. Joseph on the Ohio 

College of Steubenville 

Coliege of Wooster 

Defiance College 

Denison * University 

Findlay College 

Hebrew Union College 

Heidelberg College 

Hiram College 

Kent State University 

Kenyon College . V 

Lake Erie College 

Malone College 

Marietta College . 



Miami University " • 
Muskingum College 
Obe^piin College' 
Ohio' Domihican College 
Ohio Northern Unxvel?sity 
Ohio State University 
Ohio University . 
Ohio Wesleyan University 
Otterbein College 
Pontifical College Josephinuni 
'Rio Grande College ^ ^ 
Sinclair Coriegec 
United Theological Seminary 
University o£ Akron 
University of Cinc?innati 
University of Dayton 
University of Toleda 
Urbana College 
Walsh College 
Western College 
Wilmington College 
Wittenberg College 
Wright State .University 
Xavier University 
Youngstown State University 



TO: The Board of Trustees 



I have the 'honor to submit my fi|th Annqal Report > , / 

The outstanding accomplishment^ of t;^he year was the ^ 
implementation, operation, and ^ enhancement o^ the on-line 
union catalog and shared "-cataloging system. Participating 
libraries cataloged a total of 336,307 titles* on the system, 
.and during January through June 1972,- cataloging was at a 
rate higher than a half million-per year with annual catalog 
card production at a rate of ov'er 3 ,4 million. 

The first payment :of the subsidy from the Ohio Board 
of Regents became a\?ailable' in early February. The Legis-^ 
lature had acted, favorably on the apfirdpri^tions bill in mid- 
December ^ after a half-year delay. The two-fold purpose of 
the subsidy is to ^enable OCLC to reach a lever of bperatipn 
in the firB't two years that will be cost beneficial 'for 
Members and to give-Members .a two-year period to tak^e ad- 
vantage of normal attrition of 'persq^inel to transfer salary ^ 
payments to OCLC, Needless to say, the iriembership fi,as 
repeatedly expressed gratitude to, the Board of Regents for 
'assis-tancJe in si^^o^P^i^S "^^^ financial hurdle generated t)y ^ 
full staff confplements and full payments for a new system, . 

An'bther important 'development in the history of the^ 
Center was -the decision by the Mem^rs to extend membership 
to iticlude non-academic libraries in^Ohio. . Those who brought 
OCLC into bei/ig during /thei'mid 1960*s >iad often expressed % 
inclusion of noii-academic libraries as a hope for the future. 
With the extension of membership, th^ Center will be able to 
provide benefits' "to many more Ohio 'libraries . 

, Accompli shment s - . . * 

«^ , - * 

The Center implemented the on-^ine union catalog and 
shaded cataloging^. system with the first institution, Ohio 
University^ on 26 August 1971^ and added the remaining 48 
members plus the Pittsburgh Regional Library Center in the 
following *month arid a half. Subsequently, OCLC added a 
terminal in Atlanta , 'Georgia for the Cooperative College 
Library Center (CCLO^in accordance with the- contract with 
the Office Of -Education described in the la^t Annual Report . 
Similarily, the New England Library ^Information Network 
rtWiLINET) initiated* a teat oF the OCLC ^stem with a terminal 
located' at Dartmouth College in Hanover, New Hampshire for* 
which the Council on^^ii"brary ,Resources furnished financial 
support. Also, the Unipn' Library Catalog of "Pennsylvania 
(ULC) began a test and demonstration of the OCLC system with 
terminals at Dre^el University, Temple University, and the 
University of Penrisjjlvania,. Centers external to Ohio reim- 
burse the Ohio College 'Library Center *fc^ all expenditures. 



Titles- 

- ^ " , Total Cataloged 

Titles Using Input 
Center ' ^ Cataloged Existing Records Cataloging 



' Center 


295, 


923' 


210, 


390 


^85, 


533 


j^ooperative College 












£)34 


^Library Center 


14, 


,339- 


13, 


305 


1, 


Pittsburgh Regional 














Librat^y Center 




,257 


8, 


243 




" 11+ 


New England' Library ' 












8ia 


information Networks 




,101 


7, 


290 


1, 


Union Library Catalo 


g 












of Pennsylvania 


8. 


,687 


7, 


791+ 

t. 




893 


Total 


336. 
« 


,307 


21+7, 


.022 • 


89, 


'2 85 



Table 1: Titles cataloged ^from 26 August 1971 through 

30 June 1972. . . ' . 

Table 1 r^ecords the number of titles that OCLCl^embers ^ 
and oth^r regional centera cataloged from 26 August 1971 
through 30 June. 1972 *; 

When the on-line system began operation in late ,, • 
August , its principal capabilities were display of - union 
catalog information and on-line cataloging 'employing MARC II 
recdrds. However, a terminal, operator^ could extensively edit 
a MARC II recojpd for catalog card' production,^ and in Septem- 
ber the Center *s it^f added a reformat .function whereby^ the 
'operator can request the computer to reformat' orT^he terminal 
screen cataloging- information* in edited form. In mid-October, 
the^ Center added the capability of doing input ,cataloging 
employing cataloging information not already in the system. 
When input cataloging began operation, it was necessarj/ *for 
/the Center to discontinue addition of MARC II records to the 
^data base until a complex program was available that could 
detect whether olr r.ot there was already in the data base a 
cataloging record that was a duplicate of a^new MARC II- 
record. The center phose to implement input cataloging iJefore 
it had the ability to add MARC II resords to the- data base 
because with input cataloging activated a library could 
catalog any title, whereas previously a 'library could only 
catalog books in the MARC II dat^ base. .-The Center began^again 
to add MARC II records in mid-January 1972'. After that time, 
the major capabilities of the system were available • 



Ther^' were still absent^^ however , a dozen functions. 
Absence of. some functions degraded the system^ and absence of 
others generated nuiscance^ values of various magnitudes. 
MemL rs justifiably became; re'stive, and the Center, s' program- 
ming staff continued working in overtime mode during the 
remainder of tlr\e year in an effort to activate remaining 
functions. At the yeaf^e end, the staff had succeeded in 
implementing half of th^Mesired functions, but unhappily 
the extended search function, whose absence degrades. the system 
more than the absence of any of the rest of the dozen, was 
still among the missir^; thfe erctended search function will 
enable a terminal operator to retrieve a desired record when 
a search key. produces too^many entries f or^convenient optical" 
^earc^ing on ' successive screens. The' staff has scheduled the 
extended search function for implementat " on in September 1^72. 

Libraries are using the system extensively for oth^^r 
than cataloging. Monitoring of incoming messages has revealed 
that -5. 6 accesses to indexes occur for each title cataloged, 
whereas it is most unlikely that average uses of indexes could 
exceed 2.25 per title f-or cataloging purposes only . ^ .Hence, 
it appears tha^ member libraries ar^ putting more ^ inquiries * 
to the. system t/^ obtain union catalpg information, information 
for book selecxion, I biblicgr=iphic information, and so on, than, 
for purposes of cataloging. One major objective of the OCLC 
system is to make libiiary resoux^ces throughout . Ohio available 
to .students and faculty in memb'er institutions, and tli^s 
analysis of usage seems to justify the opinion that the Srystem 
is indeed increasing availability of resources 

I 

Subsequent to activation of inp^t cataloging, reports 
began to circulate among the -i?ember ship about the varying 
quality of catalogi^^g'^cl^ne bjjMembers, In some cases, 
differ^ ces resulted f^om policy, and in others from inadequa"^ 3 
qv^axity Because of the, flexible and extensive editing cap- 
abilities of the system, any library can improve or change an 
existing ra^^ord for card prod'\ction. Nevertheless, such 
\*improvei;s^ts" tend to generate c:n exasperation quotient all 
oat o£ j^oportion to the effofrt "invested in tjie ."improvement 
It wa^blearly most desirablej that the membership eliminate 
these *s^rce§ of annoyance . ' 

The Advisory Committee ;on Cataloging convened in a 
series o^ lAeetings from Decerfiber 1971 to April 1972 to discuss 
methods for improving quality, of input cataloging, while 
maintainin4 input costs at tfoe lowest possible level.' 



The Committee produced a series of recommendations for 
standards for input cataloging that the membership reviewed 
and approved in a meeting on 17 May 1972 . "^hat membership 
meeting also appointed a committee to work ou't the pro- 
cedures for implementing the standards for input cataloging. 

The Council on Library Resources awarded a six-month 
^grant^of $53,58'" to NELINET toj begin on 1 January 1972 to 
test the transferability of the Ohio College Library^ Center's \ 
computer-based bibliographic system to other groups of 
libraries. Phase I-s^as a computerized simulation of the 
OCLC system and Phase II an evaluation and demonstration of 
the OCLC system at tl^' Baker Library of Dai^tmouth College. 

COMRESS, Inc., the firm that carried out the simulation 
for OCLC in 1969, performed the new .lUlation for NELINET. 
COMRESS simulated for 35, 75 and 2^9 libraries the system 
at OCLC employing the IBM 370/1-55 computer in the Ohio State 
University's Instruction and Research Computer Center. 
Because the shared cataloging system was in operation, COMRE'SS 
was able to validate the model ^of the system in comparing 
computed results with observed results. The simulati<5n in- 
cluded three sets of systems: 1) shared cataloging onlyj 
2) shared -cataloging) serials control, and technical processing 
and 3) shared catalogifl:^ _ serials control, technical processing-, 
remote catalog access and circulation control, and retrieval 
by subject.. In summary, COMRESS reported that, "The OCLC 
system appears to be capable of performing the functions re- 
n,uired by the NELH^ET' consortium, be it 35,75 or 249 libraries.*' 
The '^OCLC system" simulated, included additional units of 
equipment; the present ccnriguig'cit ion could not possibly handle 
all five 'Subsystems for 249 libraries. The COMRESS report , '-^ 
warned, however, that "simulations for NELINET were configured 
to represent an equal distrit^Ut ion^ of messages on each route 
.over the network. When faced with the environment of tha 
\^eal world, of determining which libraries will share a^ 
common route, this will be the most significant factor in 
the perforraance of the system, as currently conceived." 

^' f ' ^ 

Phase II pf the demonstration involved use of a terminal 
at Dartmouth, where records werfe kept of costs before and after 
on-line cataloging begaji in February. Dartmouth -fqund full 
cataloging including card praductipn cost to be $.72 per title 
if cataloging information was in the OSLC data base; this cost 
excluded the cost of . the OCLC system^and includes only costs 
incurred the Baker Library. Cataloging cost for titles 
not in" th^ OCLC dataT base was $3.Q2. • Moreover, Dartmouth was 
able to. re\iuce its cataloging staff through attrition sub- 
sequent to implementation o± the OCLC system by seven f ull ^ 
time positions a^nd three full-t e.equivilant parttime positions 
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In refererice to paying full OCLC fees, Dartmouth concludes 
that "with a savings of over $16,000 in rental charges for 
MT/ST and MCRS, with little loss in efficiency, plus the 
tremendous staff savings we can readily meet the projected 
costs and still show a budgetary decrease." 

The 1969/70 Annual Report contained an estimate of 
net savings that the membership as a whole would experience 
when the system was in full operation., At the time of the 
^estimate, the Center calculated that member libraries would 
#be able to average six titles per hour cataloged on each 
terminal, and that an average of 1460' titles or more per 
day would be cataloged* Subsequently, the time of "full 
operation" was , predicted to be at the end of the second 
operatioiial year. .From January through June of 1972, OCLC 
member libraries used existing cataloging information at 
82.6% of the rate in the orJiginal estimate; presumably after - 
another year has passed and the on-line catalog has grown, use 
of existing cataloging information will attain the originally ^ ^ 
estimated rate-' Moreover, OCLC Members have reported cataloging 
on terminals at rates extending from 5.9 to 2 0 titles per . 
hour per terminal, so ^that it as clear that the . original ^ 
estimate of 6 per hour vjAs low.. Hence, it appears- that' if 
the system is not now cost beneficial, it soon 'will be. 

The system has proved to be' reliable, and there- have 
been entire we^eJ^s of operation from 7:00 a.m. to 7:00 p.m. 
when the system l^s not experienced a single unscheduled 
cessation of operation known as a "crash". The telephone lines ^ 
h^ve also proved to be reasonably reliable, once they were 
ojperating at an acceptable level, of freedom from noise,. The 
irascope terminals have been the leaVt reliable component of 
the^liardware configuration., .Operation of the terminals re- 
vealed weaknesses in two modules, and the manufacturer is 
currently in process of replacing these modules with new 
circuits that give improved performance. During a threj- 
mpnth period, the terminals operated at 9 2% uptime; it is 
"generally considered^-that 95% uptime is the most to be 
hoped for from a computer. The Sigma 5 far exceeds 9 5% 
uptime . 

The family of programs that constitute the softv;are 
component of the system have been grat if yingly .JTree of 
failure, but of course, have not been entirely free. When- 
ever the staff inserts a modif it^ation to the programs to ac- 
tivate a new function, there immediately follows a predictable 
sharp rise in "crash" rate* Extermination of the bugs that the 
new modification generated depresses rate of failure, but not 
always 'to the original rate. 
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This phenomenon will require partial redesign and redevelop- 
ment of programs sf _ /' 

Several staff members investigated performance of vari- 
ous search keys for an author]- index and a call /fiumber index, 
and were preparing papers reporting,,f indings a^t the end of 
the year. The author index vdll enable a terminal operator 
to call up onto the screeAallist of truncated entries of all 
titles in the catalog recorc^'file by a single author. 
Similarily, the call number / index will make it possible to 
retrieve a specific title paving a specif ic, call number in a 
given institution. / 

As related in la^( year's -Report , the Center gave a 
series of- clinics at xh& Center's offices .in early July to 
give one staff member/ in each library experience in using 
a terminal. Subsequently, there were terminal tutorials 
in selected member libraries that staff members from every 
member library attended. At the request of the membership, 
the Center instituted scheduled terminal tutorials at the 
Center's offices for one day every other month. New staff- 
members in OCLC libraries, as well as staff members wishing 
to refresh their knowledge of terminal operation, c.ttend 
these tutorials. " • ■ 

As-.J:hcse in <itii^' states and in other lands heard, af 
the success cf OCLC, ' tney, began to visit the Center to see 
for themselves". Some are curious, some are seeking a so- 
lution to a specific problem, and some are interested in 
reolication of . an OClC system. Visitors have come from every 
major geographic area of the world, except China, and oy De- 
cember they Wire coming every day. Therefore, it was 
necessary for the Center to reserve Mondays for visitors , _ 
many' of whom also wish to see -the Ohio State University Li- 
braries remote catalog access and circulation control . system 
that is the first major new development of a computerized 
■ user service that is not ' available in classical librarianship . 
The Center and the OSU Libraries have coordinated their 
visitor sche,dules for the coming year. Visitors will go to 
OSU on Monday mornings, and the Center will receive visitors 
at-li30 p.m. Monday afternoons. 

In the first oart of the year the Center established 
an Advisory Committee On Serials and an Advisory Committee 
on Technical ProcesBing, each of which has members from a 
score of institutions. Both committees worked long and 
diligently to define prouucts of the two systems. In ad- 
dition, the advisory Committee on Serials produced a document^^ 
entitled "Recommended Standards fur the Cataloging of Serials 
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By the end of the year, these committees had succeeded in 
producing a systerti design on which the programming staff 
could start to wo^k. The Ohio State University Libraries 
generously agreed to make available four programmers to 
work on the technical processing system beginning in Sep- 
tember 197?. OSU was about to initiate 3- similar activity^ 
and decided to work with the Center instead by making availabl 
programmers /that would have been working on the OSU system. 
The check-in module of the serials control sj^tem is sched- 
uled for' implementation in December 1972, ancr the technical 
processing system is to be operating 1 April 1073 . We're 
' it not for the assistance from OSU, implementation for the 
technical processing system would necessarily be at a much 
later date. 

The redifction of the original research proposal to 
support research and development from 1 July 1971 through 
31 December 1972 frqjn $215,000 to $150,000 made necessary -^r.— 
the elimination of work on one of the three systems on 
which work was proposed in the Grant request. A poll of 
-the membership early in the year showed 'that Members overwhelm 
ingly wanted a t^hnical processing system and serials control 
the circulation systejji was a very poor third. Therefore, 
the Center has deferred development of a remote catalog 
access and circulation control system. 



Planning 

One of themost important developments during the 
year occurred at a membership meeting on 17 May 1972, at 
which the Members voted unanimously to extend membership ' 
in the Center to other Ohio libraries, providing that the 
inclusion of other libraries would not jeopardize the 
Center *s exemption from payment of income taxes. The ^ Board 
of Trustees also initiated activity to extend membership 
on the Board' so that there will be individual members having 
specia] competance in such field as law,' economics, and . 
computation. The* Trustees apre considering this possible 
change because of the change in character and operation of * 
the Board. In the first year of the Center's existence, 
the Board met thrice; this year it met ten times. In other 
^ words, the Board has changed from being a constitutional 
. type of Board to' having become a consult ive Board. 

During the year, the Director v;orked with several 
other regional library centers on agreements designedT, 
with one exception, to facilitate implementation oi an 
OCLC-like system in the other regions. The exception is , 
the Pittsburgh Regional Library Center that is too small 
to support an OCLC-likc system; it^ is anticipated-t-hat 
PRLC wili operate as a satellite node to OCLC. 
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Replication of the OCLC sys;t^em in other regions will reduce 
development expenditures OCLC members in the long run. 
Development activities at/oth^r centers will be coordinated 
so that programs produce^ elsewhere can be embedded into any 
OCLC system. Futhermore , it ia intended that the centers 
will be linked together tclephonically so that OCLC members 
will- fui^ther benefit from a greatly enlarged pool of "bib- 
liographic records and an equally enlarged store of union 
catalog information. \^ 

■ The Center signed a new agreement/ ^ith the Pittsburgh 
Regional Library Center, and it is expefcted that more PRLC 
members will participate on-line with OCLC durijig the ^m- 
ing year. Agreements with the Five Associated University 
Libraries (FAUL) and* the New England. Library Information 
Network (NELINET) were nearly re^dy for signatures at the 
end of the year. Each of these agreements _ calls for the 
other regional center to participate only in the on-line 
shared cataloging system of OCLC for a maximum of three years 
at or before which time, each Center will have its own 
computer sytftem. The other regional centers will reimburse 
OCLC for all expenses, and for their share of the use of 
the central installation. They will also reimburse OCLC 
for necessary additional communications expense, but -will _ 
•supply their own tertninals. If^-FAUL and' NELINET do partici- 
pate on-line with OCLQ^ the initial effect of, their 
participation will be"to reduce OCLC Membership Fees , and 
to increase availability of cataloging records. 

The^Union Library Catalog of Pennsylvania and OCLC' 
worked out an agreemenc that was satisfactory for ULC, but 
pro C-ed unsatisfactory for OCLC. The two centers will 
continue to work on the- definition of their relationship.. 

At the Annual Meeting 'on 12 November 1971, uhe mem- 
bership expressed an interest- in extension of borrowing 
privileges ainong OCLC libraries to other, than faculty 
members. " The Chairman appointed a committee to make a 
recoirimendation ?Jn extension of borrowing privileges that 
gave a preliminary report at the membership meeting op 17 
May 1972 . The- comm.ittee is working in ^ the direction of 
, recommending extension of borrowing privledges to graduate 
- students and undergraduates-. In. addition, it is contem- 
plating recommending establishment of an interlibrary loan 
clearance center.. 
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Organization \^ ^ 

At the Annual Meeting on 12 November 1971, the mem- 
bership reflected 'Robert F. Cayton, and Philip R. Shriver, 
and elected James V. Jones to the Board of Trustees. Sub- 
sequently, the Trustees elected Hyman W. Kritzer as Chairman, 
Lewis C. Branscomb, Vice -Chairman, Robert F. Cay ton. Sec- 
retary, and John Becker, Treasurer. 

The United Theological School in Dayton joined the 
Center at the beginning of the year, and at the end. of ^, j 
the year, the Medical College of Ohio informed the Center 
it intended to become a member in 1972/73 . John Carroll 
University and Mount Union College did not renew their 
memberships. Capital University rejoined the Center at 
rhe beginning of the year, but toward the end of the year 
informed the Center that it would again not renew its mem- 
bership. Throughout the year there were ^9 active members, 
one fewer than last year . ^ 

The Director reorganized the Center *s staff and 
appointed Philip L* Long as Assistant Director. Mr. Long 
is now responsible for the Information System Research 
Secti6n, Information System Engineering. Section, • Maintenance 
Section, and Operations Section, The^ Bibliographic Systems 
Section and administrative personnel report to the Director. 



Finances 

. The Cent^*s financial statements for the year ending 
30 June 1972 and Haskins 8 Sell * s 'report on their examinatior 
of these statements are appended to this Annual Report . 

The grant awards from the Council on Library Resources, 
and cht^ U. S. Office of Education, . that last yearns Report 
announced, supported research and development activity 
through the year. The Center initiated action to seek re- - 
aewal of these grants following 31 December 1972. 

The State Legislature took final and favorable action 
in mid'D^cember 1971 on the subsidy so* hopefully described 
in the 1970/71 Report ^ but it was not possible for the 
Board of Regents to make the first .payment of the subsidy 
until the.'firsir of February. 1972 . Since Membership Fees 
were only to support one-third of the yearns operation, 
the Center wotild ha^iLe 3*un out of funds at the end of -October 
had not some of i;ts creditors been willing to accept delayed 
payments. Also, ^ loan of $77,000 from the Center *s banking 
institution bridged much of the gap between "November first 
and February first. 



f 



y 

*.-The calculation of Membership Fees«for 1971/72 em- 
iftoye'd essentially the same type of data and formula that 
the membership approved on 17 April 1968. The data was the - 
number of titles each library cataloged during 1959/70, the 
most recent year for which datA existed in the Spring of 
19 71 when the ranter calculatedr the fees. At nhe anm'.al 
meeting on 12 November 1972, the membership approved ad- 
justment of the 1971/72 fees after the end of the year |,. 
with the adjustment to be based on the actual use through-! 
out the year of records existing in the system for cataloging. 
Experience of use of the system will be the basis for cal^ 
culating Membership Fees for 1972/73. 

It cannot be pointed out too emphatically or too clearly 
'that the formula for calculating Membership Feds assigns _ 
all costs for operation of the present system to cataloging, 
whereas as reported in an earlier section. Members put more 
inquiries to the system for other purposes than they do for 
cataloging. 

■ The budget approved for 1972/73 totals $842,322 ex- 
cluding grant funds supporting research and development. 
•Revenues will fae : Membership Fees $507,989;. State ■ 
Grant Income $19 3,333; Catalog Card Income $94,000;^ 
and' other Income $H7,000. 

Publications 

■ The Center's staff prepared and published the follow- 
ing reports and articles: 

Standards for Input Cataloging <2 June 1972) 

A Brief Description of the Serials Control 
System: A Preliminary Report 
(September 1971 !) . . • 

A Preliminary Description. of the OCLC 

• Serials Control System , 

(October 1971) 

Manual For Checking-In, Binding, And Claiming 
^ of Serials on a CRT Terminal - 
Draft -of ■ Preliminary Procedures 
(December 197l) ~~ 

Su ggested Minimum Requirements For Cataloging 
Serial's (January 1972) 



Recommend ed Standards For The Cataloging Of 
Seric^ls (May 197^) 




OgLC T^ehnical Processing System - 
A Preliminary -Outline 
(February 197 2) . 

The Technical Processing Sysftem - The Ohio 
^ College Library Center' 
(May 1972) 

•I * ' 

Long, Philip L.TRastogi, K.B.L,; Rush, J.E. ; 

and Wyckoff, J. A.: "Large On-Line 
Files of' 9ibliogx?aphic Data:* An 
Efficient Design and a Mathematical 
Prediction of Retrieval Behavior", 
IFtP Congress 71; Ljubljana - August 
1971. ^ -Amsterdam, North Holland Pub- 
ITsTiing Co., 1971. .Booklet TA~3, , 
.145-149. ^ ' ^ . 

Long,' Philip "if^ "OpLC 'Systems: Technical Aspects" 
. Proceedings -of the EDUCOM 1971 Fall ^ 
Coungil Meeting .'and Conference 
pp"; 98-100 ^ ' ] 

Long,- Philip L.; Ki'lgour,. Frederick 6: "Name^ 
^ Title 'Retrieval -From a MARC File", ; 

Journal of Library , Automat ion 
n (Dec. 1971), 211-212 ^ 

Long, Philip_L.; Kilgour, Frederick G,: "A 

Truncated Search Key Title Index", 
Journal of Library Automation 
5 (March 1972) /l7--2Q ~— 

Kilgour, Frederick G,; Long, ^Philip I>. ; ^ 

Leiderman, Eugene B,; Landgraf, 

Alan L.: "Title-Only Ejatries Reti^ieved 

by Use of Truncated Search Keys" , 

Journal of Library Automation 

H (Dec. 1971) 207-210 ^ 

Kilgour, Frederick G.; "Ohio College Library. 

Center System", ^^roce^dlngs. of the 
EDUCOM 1971 Fall Council- Meeting and . 
Conference , pp. 9 2 --97 

Kilgour, Frederick G.; "Evolving,- Computer i%ing. 
Personalizing", American Libraries 
3 (Feb. r972) 141-147 



HASKINS a SELLS 

CER-rtFIEB PUBLIC ACCOUNTANTS 



250 EAST, BROAO STREET 
COLUMBUS 43215 



ACCOUNTANTS' OPINION 



To the Board of Tirustees of . 
Tha Oliio College Library Center: 

We have examined the balance she'et of I^ OJiib College 
Library Center as of June 30, 1972 and the ■ related Statements of 
Income and memb'ers' eaulty and changes in. financial position, and 

■■ the supplemental -schedule of cost reimbursement, grants for 'the year 
then ended. Our examination was made in accordance with generally 

accepted audiiting standards, and accordingly Included such tests of 
the .accounting records and such other auditing procedures as we 
considered necessary in the circumstances. 

In our opinioa, "the accompanying financial statements and 
supplemental schedi^le pl?esent fair ly^ the financial posltien of the 
Center' a-c June^-30, .1972 and the insults of its operations and" the 
changes in "its financial position fpr the .year then ended, in con- 
formity with generally accepted accounting principles applied on a 
basis consistent with that of the preceding year. 



September 14, 1972 



THE OHIO COLLEGE LIBI^Ry CENTER 



BALANCE SHEET. J^UNE 30, 1S7J. AM) 1971 
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ASSETS 

CURRENT ASSETS:' ^ 

Cash (Includinfg #200,689 in 5% unrestricted ,j , 

savings, accounts' at June 30, 1972)......, ^ $222, 7514 ' #11,087 

Accounts receivable: • " , ' 

Members' .dties.. 23, ms 1,815 

Catalog ca^^ds'• * • , 19,43^ 7,H39 

Terminal charges j . . IB, 685 

Employees : . j^.^ . 25 

Unreimbursed- grsbt costs (Note -2) 2Lf,'303 6,837 

Prepaid expenses •. ^ . . . . . . 2-, 087 1,102 , 

Total current assets. [. . . 310, Hll 28,305 

PROPERTY - At .cost: ~ - 

• Of f ice furniture and fixtures 10,523" ' 8,093 

■ Office improvements • 2,20^ -2r20H 

Total.... 12,727 10,297 

Less accumulated depreciation 3,1403 2,350 

Property - net -. . . 9,32^ 7,9'47 . 

TOTAL #319,735 #36/252 

L I A B I L I I' l i S 

CURRENT LIABILITIES: , ' 

Accounts payable # 7,^68 #7,594 

Accrued and withheld payroll taxes, ....aw • H,800 7,275 

'Members' dues received 'in ac^vance ' 42,7148 9,039 

Grant funds received in advarice of related costs 

(Note 2) \ , 648 

Deferred income - State of Ohio (Note 3) \493,333 

Total. current liabilities 248,349 24,556 

MEMBERS' EQUITY (Notes 1 and 4)....' 71,386 11,696 

TOTAL.I../. 1319.735 $36,252 

See Kottes to ^Financial Statelets 



THE OHIO COLLEGE LIBRARY CENTER 



STATE19IENT OP INCOME AND MEMBERS' EQUITY 
FOR THE YEARS ENDED JUNE 30, 1972 AND 1971 

YEAR ENDED JJINE 30 
1972 1971 



INCOME: V - ' * ' <tt 

Members' dues ■ |23l+,176 $ 86,417 

Catalog cards - 8h,585 30,^70 

• State of Ohio (Note 3). 3B6,667 

Terminal charts ; 28,347 o 

Interest.- • ^ 589 633 

, Total.... • . 734,464 117,720 

EXPENSES: ' , - ' ■ ' . 
Salaries and vages : ' ■ ' 

., Director.. ■ . ■ 28^600 28,600 

Systems analysts • • • ' 50,774. 18,205 

Clerical. • ' 10 . 300 1 2,637 

Total 89,674 " 59,442 

Rentals (Note 3}i ' . 

Data processing equipment ". '. e ^ 193,881- 

'"'Peripheral terminals 155,856 

Long-distance doimnunications 138,176 

Other . 7,333, 11,475 

Catalog cards and other data processing supplies '40,751 11,948 

Professional services • •, 9,543 4,795 

Employee benefits......;.' 

Outside secretarial services 6,038 

Telephone ' 5,634 3,297 

Printing and duplicating • ■ 4,52i . • 4,960 

. Payroll taxes ^. . , , 4,339 2 ,316 

Office supplies and expense ' 3; 287 ■ ■ 3,007 

Travel... , - 2,320 2,584 

Depreciation (straight-Une method) 1,053 850 

Dues and subscriptions 938y 1,246 

^^:%tiler - 3.310 963 

Total 674/774 111.066 

NET IN^)OME (Note 1) 59,690 _ 6,654 

MEMBERS' EQUITY AT BEGINNING OF "YEAR. 11.696 5 .042 

MBER3' EQUITY AT END OP YEAR (Notes^ 1 and 4) . . . ^ $ 71.386 $ 11,696 



. See Notes to Financial Statements 



THE OHIO COLLECS LI BRARY CEN™ ^ 

STATEMENT- OP' ShAUGES IN FINANCIAL POS260N 
PGR THE YEARS-'EEglED .JUNE 30,- 1972 A^ 1971; 




* YEAR ENDED JUNE 30 



1972 1971 



SOURCES: 

Operations: - ' ■ ' ^ ^ 

^et income s • f 59,690 $ . 6,654 

Depreciation.. ^ — ^ — 850 

Total from operations.' . 60,743 7,504 

Increase in deferred Income - State of Ohio 193,333 

Increase (decrease) in members ' dues received- 

dn advance . 33.710 (10,784) 

' Total -sources " ' 287,786 (3j280) 

USES: ' ■ . . • • 

increase in accounts receivable 51,987 9,083 

Increase (decrease J' in unreimbursed grant costs. ' 17,467 (4?3) 
• DecreaE3 (increase.) 'in accrued and withheld 

payroll ta:^es...\ ■ 2,475 ' (5,300j- 

. . "Property additions .J^ ^ 2 , 4 30 .2,^^\ 

Increase (decrease) in prepaid expenses ......... -985. (3,356) 

Decrease in grant_ co^ts received in advance 648 1,125. 

Decreas^e " in, accounts payable » .. . 127 ^?855 

Total uses 7C,119 ^ 15.195 

INCREASE • (DECREASE) IN CASH. . .-^ • • ^ - • ,667 ( 18 ,47^ ). 

-CASH AT BEGINNING OP YEAR , 11,0^1 23,562 

CAS^ AT mD OF- YEAR • ^222. 754 $ 11,087 

. • See Notes to Financial Statements 



.THE OHIO COLLEGE LIBRARY CENTER 



NOTES TO PINANCLftL STATEMENTS 
JUNE 30, 1972 



ORGANIZATION AND TAX &TATU3 

The Center Is a non-profit corpora\:lon organized to establish 
and. operate a computerized, regional network to serve 
^academic Institutions. The Center members >^ presently 
ac^^tiemlc Institutions In Ohio, are charged annual dues 
in advance based generally on their book processing volume ♦ 
No Center earnings will be districted to the members . In 
the event of dissolution, the Boa^^ of Trustees shall adopt 
such plan for distribution of remaining assets as shall be , 
consistent with the purposes of the Corporation. 

The Center has obtained' tax exempt status under the appropriate 
section of the Internal Rev-enue Code and accordingly no 
prpvision for Federal Income tax has been made. 

COST REIMBURSEMENT GRANTS - - . ■ 

Ttie Center has received various cost reimbursement grants 
relative to developing a computerized regional shnred- * 
cataloging' system. * . Iliese qosts are not charged -against 
Center income i since all covered costs are reimbursed by 
the graptors. . . ^ , ^ 

DEFERRED INCOME - STATE OP OHIO 

During the fiscal year ending June 30, 1972,- the Center 
received $580,000 from the State of Ohio representing - an 
appropriation to subsidize the activities ^f the Center uutil 
such time as the member institutions make antlcipateti budgetary^ 
adjustments sufficient to pay increased membe;r"*dues. ' As 
designated by the Canter in their original budget request \ \ 
to the State, two-thirds ($386,667) of the tot^il appro- ' ^ ' 
priation was recognized as Incohie in the yean ended June 30, 
1972 with the remainder (#193, 33?) deferred to 1973 at which - 
,time the Center *s Board of Trustees anticipates the Center . 
' will be self-supporting. ^ ' ' ' 



(Continued) - 1 



LEAL^ OBLIGATIOlTS . 

As of June 30', 1972, end Center .yas obligated under an agreeniant 
dated February 19, ^]97i0 (revised June 1971) to lease certain 
alectrontc data processing equipment for six years beginning 
July 1971 at an annual rental of approximately $195,600.^ 
The lease includes an Option to purchase any or all of the 
equipnent during the l^ase period for a maximum purchase 
price of the greater oX $865,000 reduced by 65^ of ranta*^ 
paid -to the exercise d^te, 'or #259, 500. 

In July 1971 the Center also signed a three-year lease agree-^'^^ 
ment for certain peripheral terminal equipment with annixal i'- 
rentals, inctudlng maintenance costs, of approximately 
$157,000. This lease iVicludes an option to purchase any 
or all of the equipnent during the lease period for a 
maximum purchase price of'^H53,750 reduced by 80^^ pf rentals 
paid to the exercise date. \ < . 

The Center leases long- line t^ephone service and cer^tain 
peripheral communications equipment from American Telephone 
and Telegraph Company on a month-to-month basjs.' P5r these 
services the Center expects to incur annual costs of approxi- 
mately $144,000 during the fiscal year ending^ June 3Q, 1973. - 
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COST RETTviBURSEMENT GRANTS- f NOTE 2' 
FOR TIE YS^R. S^IP^ JIME-- 30 , 197 2 



\ ^ COIWCIL ON 

\ OFFICE ' LIBRARY 
OF • RESOURCES, 
EDtJCATION,' INC, 



TOTAL 



TH'^REIIvrBURSED GRANT COSTS AT ' " .\ - 

jmk 10, 1971 - ". $ 6,&37 $ 6,337 

GF^NT . FOimS RECEIVED IN ADVANCE AT ■ ~ \ 

Jim 30 ,. 1971 . ■ -. ■ ■ \^ I 6Li8 bHS 

' T^iSTS IWJRRSD: • ' - ' ° - \. 

Salaries- .\ 81,25b \lO,76U 92,019 

Payroll taxes ^ '. . . 2,892 \ 2,892 

Computer rental - 7,52-2 _ \ , 7 86 9 , 308 

Travel .S 2 , 76^ ' \61/ 3, 3 76 

Consultants.*... . lOO \ 100 

. Pri ntlng . ; 6 , 300 6 , 1^5 1 2 , U 35 

Data set Installation 3,703v "i,703 

Other 1 ,359 871 \ 2,230 

^otal , . . 102,192 23,871 \l26,Q63 

TOTAL - NiLT REmURSABJZ: COSTS. .\. .... ^ 109,029 23,223 ';32,252 

GRANT FlMiM RECEIVED niTRlNG / 

TKh^ T^IPkR . a7,9H9 20,000 10 7,9^9 

IWRETMRSED G'RANT CJSTS AT 

• JITIE 30, 1977 I 2 1 , 080 |_ j3^ 2_2 3 ^1 ,2W^j03 

See K^ier to Plnancibl Statements 



